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2S  YBAR8  AGO  IBM  introduced  itc  flmt  elcotiio  tyx>cwritcr . . .  Uiic  ymmr  IBM  oontlnw 


From  classroom  to  office,  the  switch  is  to  electrics—and  IBM  is  the  favorite  by  fart 


'I'chI.iv  tli«-  (iKKirrii  liiisjiirsN  tiriitl  is  <l<'<  III  i.ivor 

*)t  iIimIiks  and  tin*  MiM  is  tin*  oiilstandiii^  li-adcr! 
rli.if  s  wlt\  profit  iriicy  in  t  li-ttrit  tvpiii)'  is  v»  nftfssary 
to  \ont  st'itlf-nts. 

W  li.il’s  inorf,  fin*  IHM  is  a  Miprriin  ttathiim  insirn 
iiH'iit  <  'arria(4«*  and  strokin({ drills  t  an  In*  siniplifird  to((iv«* 
yon  inori*  tinn-  lor  ovi-r-all  typint^  lot  lini«|ni*  lrainint{.  And 
till'  illow  s  stiidi'iits  to « (lilt  i-ntr.itt*  on  s|N*<-d  and  at ciir.ity. 

Slioiiltin't  von  let  vonr  IHM  r(-pi<*v*ntativ«*  t<*ll  you 
iiKio  alNint  tin*  sn|N-iioritv  of  fin*  Ili.M  l‘Ji*(  tri<*  lv|N*writi*r 
as  .1  ti'.n  Innj'  instruiin'iit  vitv  vnui? 


ELECTRIC 

TYPEWRITERS 
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GREGG  TYPING 


NEW 

SECOND 

EDITION 


By  ROWE  and  LLOYD 


ONE-YEAR  COURSE 

year) 

COMPLETE  COURSE 

(2  years) 

ADVANCED  COURSE 

(2nd  year) 


More  full'Hized  facHimile  modeU  than  have  ever  appeared 
in  a  typing  text. 

More  baaic  akill  drilla  and  technique  drilla  than  in  any 
other  book. 

All  material  in  of  controlled-difficulty  in  apeciai  patterns 
to  develop  more  skill  more  quickly. 

Readable  printing  type  throughout  the  text,  not  just  the 
first  !)0  lessons  .  .  .  and  alt  timed>writinK  copy  is  double* 
blocked. 

Copy  of  interest  to  both  girls  and  boyit. 

Wealth  of  personabuse  material,  wholly  in  hr«t  semester. 
No  dull  **do-it-over*aRain”  lessons. 


^K^porting  Matwial*  tnduds:  Corrolated  Workbooks, 
Complefo  Solutions  Manual,  Toothing  Tapos,  Filmstrips,  Posters 
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BUSINESS  EDUCATION  WORLD 


HKKK  ARK  THE  CX)NTEST  WINNERS  w€*  promisrti  you— five  of  tluMii,  sim-*' 
as  in  last  year’s  c-ontest,  we  came  up  with  a  s<*c‘oii(l  place  tie,  I  liis  year  it  is 
in  the  solutions  division,  s<j  we  are  awarding  two  second  prizes  «»f  $15  in 
addition  to  tin*  first  prize  (»f  $25;  as  announce<l,  the  In’st  problem  carries 
a  \nyM‘  of  $10  and  the  second  Ix-st  a  prize  of  $5.  Next  year,  more  prizes  will 
Ik*  awardt'd,  so  start  that  writing  in)w.  Eollowing  the  list  of  prize-winners  arc 
three  new  problems  that  should  keep  y«iu  thinkin^  thriHidh  the  summer. 
Address  your  letters  to  I’roblem  (ilinic,  REVV',  ’1'^)  West  42  Street,  New 
Ycjrk  .36.  See  you  in  SeptemlM-r! 

SOLUTIONS 

FIRST  f RIZI,  Rwth  Hamilton,  North  Salom  HisH  School,  Solom,  Orofon 
SiCONO  RRIZi,  Mrt.  W,  L.  OoVaH«hon,  Stonioy  (North  Corolino)  High  School 
SiCONO  RRIZI,  ■.  Morforotto  Williomt,  OrooncotHo.Antrim  Niah  School,  Oroon. 
cottio,  Ronntylvonio 

PROBLEMS 

FIRST  RRIZi,  Mr».  Loit  Kornon,  Soroto^o  Wyoming)  High  School 
SiCONO  RRIZi,  Ruhy  Loo  NoUon,  lolo  Sonior  High  School,  lolo,  Kon»o» 

How  can  we  encourage  shorthand  students  to  take  jobs  u|Mm  gradu¬ 
ation  that  re(|ulre  the  use  of  their  shorthand  ability? 

Every  year  1  see  several  of  my  students  takitiK  jobs  that  re<|uire 
only  typing;  and  office-machine  skills.  Tliis  concerns  me,  and  I  would 
like  to  know  how  we,  as  hiisiness-education  teachers,  can  prevent  it. 

Recently  1  discussed  this  problem  with  a  itersonnel  director,  and 
she  said  it  was  t(ettin){  to  lie  difficult  to  hire  shorthand  writers.  Appli¬ 
cants  (who  liad  shorthand  skill)  were  very  willing  to  accept  a  job  at 
less  pay  if  they  were  assured  of  typing  or  office-machine  work— hot  no 
shorthand! 

It  seems  to  me  that  we  are  doing  a  lietter  job  than  ever  htdore  in 
training  our  students  to  write  and  transcribe  shorthand  with  the  various 
award  programs,  dictation  records,  more  interesting  textlxMiks,  etc. 

The  students  whom  I  have  trained  in  the  past  years  and  who  have 
taken  “stenographic”  jobs  report  that  they  thoroughly  enjoy  using 
their  shorthand  and  that  they  have  sufficient  skill.  Hence,  they  are 
prepared! 

I  am  a  firm  believer  in  the  value  of  individual  conferences  with 
students  throughout  their  liigh  schcMil  work.  At  these  conferences  we 
always  discuss  the  possibilities  of  stenographic  jobs,  etc.  Yet,  some 
who  seem  convinced,  when  talking  to  me,  that  they  want  to  use  their 
shorthand  have  taken  routine  jobs  as  mentioned  above. 

Is  it  not  a  vital  problem  to  us  then  to  keep  these  students  inter¬ 
ested  in  shorthand,  so  that  they  will  make  use  of  this  skill  that  we 
and  they  have  wf>rked  s<i  hard  to  devel<»p? 

IiaiNNA  RcnKiiAHi  Eix»ni-;i.i. 
DavUl  CUy,  Seitnokn 


Do  Bosses 
Marry  Their 
Secretaries? 


Surprisingly,  many  of 
them  do.  Wc  can’t 
promise  you  romance, 
but  if  you  become  a 
perfect  secretary 
through  the  consislcnl 
use  of  an  A.W.Eahik 
KrasikSiik,  you  will 
surely  come  to  the  at¬ 
tention  of  your  Boss. 

Ekasi  kSiik  will  help 
you  turn  out  beautiful 
letters.  A  quick  whisk 
and  mistakes  disappear 
at  you  erase  without  a 
trace.  Removes  a  tingle 
letter  without  blurring 
the  whole  word.  Use 
A.W.f'ARMt  IvRAHlK.SltK 
and  he  sure  of  a  better¬ 
paying  job  and—  who 
knows— even  romance. 


Which  point 
ifo  you  prefer? 

MEDIUM  or  AVERAGE 
THIN  or  BI.UNT 

r.KASi  HSiiic  gives 
you  your  choice 


( 1 )  T  ime  and  time  again,  indents  are  discouraged  by  the  low  letter 
grades  (A,  B,  €,,  I),  and  K)  received  on  the  letters  they  write.  Wliat 
is  the  proper  and  fair  method  of  grading  letters  in  husiiiess-corre- 
s|>ondence  classes?  TexthiMik  suggestions  would  be  appreci.ited. 

(2)  How  should  grammar  he  taught?  Should  it  be  considered  a  skill 
and  taught  through  ^He  use  of  repetitive  drills  in  the  form  of  sentemes? 
Or  should  grammar  ik*  learned  in  an  incidental  way,  through  a  series 
of  writing  exercises-letters,  compositions,  etc.?  Also,  textlaiok  sugges¬ 
tions  for  the  course  would  he  appreciated. 

Jack  Bhown 
Valley  Junictr  Colh  u> 

Van  Nuyt,  Calif intmi 

(Contimufil  on  tn  o  t>ui!i‘t 


Point  with  mechanical 
or  hand  sharpener. 


TFACHFRS:  FRFF  sample 
available  for  class  demon¬ 
stration.  Write  on  school 
stationery. 


AW.Fatoar  Caslall  fancil  C*.  Nawarli  3,  N.  3. 


A.W. Faber  Gr^serShk  7066 


APRIL  PROftLiM 

Thi'te  i$  in  tmr  HciunA  at  thf  pre»- 
vnt  time  a  iMirtially  righted  hay,  very 
hriuhl  mentally,  who  U  to  Im'  a  mi'm- 
her  of  a  regular  hefiinnitifi  typirifi 
i  lanii  in  Sej/temher. 

The  State  Director  fin  the  Blind 
ii-an  cinurtdted  durinn  a  yueiition 
fteriorl  after  a  recent  atUIrcHH  tpim- 
laned  hy  oitr  education  aHHiuiation. 
IIU  reci/Tnrnendatiim  was  that  this  Inty 
he  treated  in  every  way  as  a  fully 
sighted  fU'rsim. 

Knirwinn  the  hoy  will  tutt  In  ahle 
to  see  the  tyfriiifi  duirt  even  thirufih 
seated  close  to  it  and  that  the  text- 
hiHtk  will  he  reaelaitle  indy  if  held 
close  to  tiu-  face,  /  arn  wmuierinu 
if  there  are  teachers  who  luit.e  had 
a  similar  /noltlem  and  who  have 
fimiul  a  practical  solutiim  in  which 
the  student  is  a  ftarticipatina,  incoro 
sfticuous  mernln’r  of  the  usual  heyjm- 
ninu  typinf(  class. 

Diiiatiim  aiul  Braille  are  regarded 
as  umlesirahle, 

Anonymoi  s 


Dear  Afumymous: 

III  Parade  for  April  B,  I95H,  Siil 
liojiK  t(*ll*  liow  ”( lulifoniia  woiiicn 
find  u  way  to  lot  thi*  parludly  sinhted 
rruil,  Miidy— Miui  l«*iirii."  Thi*  “oyoii” 
loidly  aro  liii^-priot  mIukiI  toxtliooku 
that  |M*rrnit  tin*  yoiinKstorx  to  road, 
loam,  and  koop  paoo  with  othor 
HohiMil  ohildroii  thoir  own  a^o. 

It  id  triu*  that  tin*  townH|N‘oplo 
dhonlil  l»r  iiilorostod  in  tlio  projoot  in 
ordor  to  iiiuko  a  IxNik  lor  tho  laiy. 
Ilowovor,  tho  artiolo  statos  that  fnr- 
thor  inlorin.it  ion  on  how  to  ko  alMint 
making  a  toxllaMik  with  hi^,  oany-lio 
road  IH-|>oint  tyiM*  may  lx*  ohtainod 
hy  wriliiiK  •»»  Mm.  Ixirraino  Martfii, 
Aid  to  tho  Viiaially  llandioap|M'<i, 
MoAllislor  Stroot,  San  FranoiKoo 
l.'S.  (ailifornia.  Tho  artiolo  to  which  I 
iolc*r  follows: 

"  "Sow  Ky*V  lor  (;hlldr«  ii,’’  hy  Sid  Koss. 
'I  ho  photos  on  ihoM*  pajios  show  how  a 
icroiip  of  Iim  hI  woiooii  havo  c  roalod  a 
laoKrain  iitiii|uo  in  tho  Ih  S.  to  provido 
"iww  oyo*"  for  {lartially  kiid>lod  ohildron. 

Ilio  "oyok”  roalty  aro  hiicprint  kchiMil 
losllHNiks  which  |M-riiat  tlio  youiiKslors 
to  road,  loam,  aiaf  koop  paoo  with  othc*r 
sohcMil  childron  thoir  own  aKo. 

'IIm-  woiikmi,  all  vohinti'ors,  oo|»y  aial 
asvnihio  tho  ImmiLs  thoiiiM'lvo*.  thon 
liistrilaito  iImmii,  frco  of  cliurKo,  to  laiys 
atwl  ifirls  in  ('alilornia  aiwl  othor  stales. 

It  all  slarlod  M'voral  years  aKo  wlion 
a  San  FraiKivo  hoiis«*wifo,  Mrs.  lair- 
taino  Marolii,  •'l-l.  disoovorod  that  her 
son  was  partiallv  si|{|itocl.  Dcx-tors  told 
her  that  the  child  would  la'vor  see  well 
his  vision  had  Im-oii  ititpairod  from  hirth 
Mrs.  Marohi  l«*arnod  that  her  son's 
sisioii  was  like  that  of  alMiiit  7.S,tNNI 
otiwr  AiiM'rioan  c  hildren,  whoso  oyi*s  are 
not  "iHMikod  up"  pro|X'rly  to  tlio  wrvo 


la-twork  that  controls  slKht.  Many  such 
c;hildr<*n  are  lala-lod  k'Kally  Miial. 

Mrs.  Mardii  alwi  loarnc'd  that  suoli 
ohildron  nood  special  iaxiks  from  wliioh 
to  study  in  st^icxil.  But  a  cpiiok  search 
rovealc*d  tliat  tla*  laaiks  were-  larKoly  uii- 
olitainahlo.  Tlie  few  available*  volumes 
wore  c-strc*iiic*ly  es|x*iisivo.  So  she  wont 
into  action  aial  foriiK-d  a  Kroup  known 
as  Aid  to  tlie  Visually  llandicapiM'd. 

V'ohinli*ers  aral  iiamey  came  in— and 
still  do-friHii  the  IcKal  chaptcT  of  tho 
National  Caiunoil  of  Jowisli  WiMiien  aial 
from  tla*  IM  A  of  San  FraiKisco’i  Koix-rt 
I  amis  Stevenvm  Klomc'ntary  Sohcxil.  In 
four  years,  AVI  I  volunt«*ers,  with  IIm- 
aid  of  a  diiplkatintt  machine  ,  ink,  aiwl 
pa|x-r— all  donatc'd-havo  prcMlucod  more 
than  volunH's  c»f  75  t«*xts  on  six'll- 

iiiK,  ro.idinK.  Fnt{lish,  aiul  other  scIkmiI 
siihieots.  Ttalay  ea<  h  of  IIm*  75  (lailially 
siKhic'd  younit.stors  hero  has  a  full  com- 
pU'inonl  of  roipiirc'd  tests  in  bin,  oasy- 
lieroad  18-point  tyjio. 

Says  Mrs.  Barbara  Mart,  iiKithor  of  a 
9-yoar-old  daiiKhtor.  “Witlamt  those 
IxMiks,  Jixly's  ohaiM'o  of  KettiiiK  an  edu¬ 
cation  would  lx*  practically  nil.” 

If  children  in  yoiir  coininiinity  nec'd 
this  kind  of  help,  why  not  start  your 
own  Kt^onp  to  i(ive  it?  For  inforiiiution 
write  to  .Mm.  .Marchi. 

Ilii.DA  Mkhicjk 

Wapato,  Washington 

De'ir  Anonyminis: 

1-ast  year  I  hud  tho  pleasure  of 
workinx  with  a  partially  siKhtc'd  Ixiy 
in  iny  typing  class.  The  practical  so¬ 
lution  to  this  prohlc'in  is  to  work  with 
the  individual  this  spriiii^  or  prior  to 
the*  time*  he*  re|Miits  to  class. 

Find  out  where  the*  Ix'st  place  is 
to  put  the  c.*opy-rinht  side,  lc*ft  side. 
Hat  on  desk,  on  a  Ixxik  holder,  c'tc. 
(dve  him  a  fi*w  private  Ic'ssons  now; 
then  wfic*n  he  re>4istc*rs  for  your  typ¬ 
ing  class,  place*  him  in  the*  hack  of 
the  riKim,  close*  to  a  window.  Kncm'in^ 
the*  home*  keys,  and  |M*rhaps  a  few 
othc*r  keys,  on  tin*  'first  dav  of  schcxil 
will  ttive  fiim  a  lot  of  confidence  and 
a  Kieut  fc*c*linK  to  know  that  he  is 
ahead  of  the*  class. 

Fhksion  KeillNKH 

('.runts  Pass  (Drenon)  Hiuh  SchiMil 

Dear  Anonymous: 

I  tau){ht  a  partially  sighted  girl  in 
husinc*ss  colle*ge*  one*  summe*r.  She*  re*- 
minds  me*  eif  the  Ixiy  wliei  is  tei  he  a 
nie'inlx'r  eif  your  typing  class.  This 
girl  was  ulsei  very  mle*llige*nt.  All  tfie 
mcmlM*rs  eif  her  family  have  an  eye 
de*ficiency,  hut,  like  the*m,  she  fiad 
le*arne‘cl  to  live  with  it.  Tlie*  student’s 
morale*  was  gexKl,  she*  was  very  cfic*cr-  ) 
fill  and  was  willing  tei  le-arn. 

We  hue!  a  pupe*r  holder  built  up 
ove'r  the  freitit  of  the  machine  to  hold 
hc‘r  typing  c4iart.  This  was  fumislie*cl 
hy  a  typ<*write*r  company.  She  learn- 
e*cl  the*  keys  in  this  manne*r.  falter  eni 
he*r  c*opy  was  e*nlarge*d,  ,ind  she  fol¬ 


lowed  It  III  the  same  manner.  Of 
cciurse,  afte*r  she*  kne*w  the  kevlxiard, 
tfie  rest  was  easier.  Tfiis  would  work 
out  only  if  your  student  could  s<*e* 
large  print  at  a  short  distanc-e.  I  fiopc* 
this  sugge*stion  will  help. 

Ofal  Ukatiiehly 

Rich  Hill  iMisstmri)  IHuJh  School 

JANUARY  PROBLEM 

My  prohlem  is  every  teachers 
fnohlem—that  ctf  iru-inreci  sjtellirifi.  I 
feel  that,  if  we  hrina  tlw  prohlem  of 
how  to  teach  sjM'llinn  to  the  Prohlem 
Clinic,  we  can  all  act  some  nood, 
winkahle  ideas— arid,  too,  misery  loves 
comjtauy. 

Wluit  do  yini  ffitng  about  havinn  a 
list  of  frinn  -JOB  fo  5()()  winds  com- 
piled  each  year—hy  SOMA,  if  at  all 
IHtssihle—atul  usinn  it  as  one  of  the 
means  of  n^cidinn  students  into  arul 
out  of  shintharul? 

I  g«t;e  the  follincinn  list  of  winds 
to  my  shortiutiul  class  at  the  he’giri- 
inn  irf  this  year. 

(Spaci*  dcH*s  not  pc*rmit  us  to  re¬ 
peat  the  list  he*re.  It  apjiears  on  page 
5  of  the*  January  Bt'.W.—Ed.) 

The  seines  ranned  frimi  H7  to  30 
per  cent,  with  an  averane  of  40  winds 
missjtelled  out  of  the  KtO.  The  class, 
cinnposed  of  senitn  gir/.v,  is  a  pinner 
class  thin  I  usiuilly  have,  hut  it  seems 
that  I  always  net  more  than  my  share 
of  jHHn  spellers. 

Td  like  to  ktuiu  how  other  hwsine.ss 
teachers  cope  with  a  situation  like 
this,  liv'd  how  do  they  teach  sfiellinn 
without  takinn  tim  much  time  from 
shorthatul,  tijfiinn,  and  transcrifition}' 

I  am  beginning  to  winuler  more 
and  none  if  our  audio-vistuil  ane 
won't  Ininn  ahout  simplified  .sjiellinn, 
as  it  hrounht  ahout  .simplified  .shint- 
haiul.  Whit  do  you  think? 

Tm  geitrig  to  linik  finward  to  the 
exchanne  of  many  useful  ideas  that 
will  he  of  help  tud  only  to  me,  hut 
to  many  other  teachers  in  the  field. 

Kchy  L.  NtixiN 

lola  (Kansas)  Seniin  i/ig/i  School 

Dear  Miss  \elsim: 

Have  yeiii  se*en  the  list  of  9(K) 
words  on  the  NOMA  spe*lling  li.st  tfiis 
yc*ar?  We  give  tlie  NOMA  spe*lling 
ti*st  to  all  our  commercial  students 
three  times  a  vc*ar  and  have  found 
that  our  s{)e*lling  has  improved 
greatly.  Tfie  stude*nts  who  did  miss 
ov<*r  twenty  words  on  tfie*se  spc'lling 
tc*sts  this  year  were  rc*ejuirecl  to  cor- 
re*ctly  write  20  timc*s  t*ach  word  tfiat 
tfic*y  miss<*cl.  A  hit  oicl-fa.sfiione*cl  I’ll 
admit— lint  it  we)rkt*cl.  Our  stude*nts  in 
a  small  sp<*lling  contc*st  in  our  c'ounty 
tic*d  for  first  place*  as  individuals,  and 
tfieir  te*am  ranke*cl  first.  Tfiis  is  tfie 
first  time  our  group  fias  won  anything 
in  s[>e*lling.  \N'e*  Ix'lieve  tfiat  our 
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MEET  THE  WINNERS 

Here  are  the  top  eight  classes  in 
Esterbrook’s  national  Gregg-shorthand  classes 


COLLaaiATE— CLASS  A 

ScSaal 

CMy 

Taactiar 

2tH$  PI«C«I 

State  Teachers  College 

North  Carolina  College 

Bloomsburg.  Pennsylvania 
Durham.  North  Carolina 

Walter  S  Rygicl 

John  V  Turner 

COLLSOIATE— CLASS  B 

1st  Wlac*i 

ZnS  Placat 

Glendale  College 

St.  Helena  Commercial  College 

Glendale.  California 

Louisville,  Kentucky 

Mrs  Marganrt  Thompson 

Sister  Bernardine  Sienna,  S.C.N. 

NION  SCHOOL  -CLASS  A 

lat  Placai 

2itS  Placai 

Bellaire  Senior  High  School 
Wenatchee  High  School 

Bellaire,  Teias 

Wenatchee,  Washington 

Mrs.  Margaret  T.  Bleil 

Cathleen  Babcock 

MION  SCHOOL— CLASS  B 

lat  Placai 

2wS  Flacai 

Saint  Joseph  High  School 

St.  Justin  High  School 

Lowell,  Massachusetts 
Pittsburgh.  Pennsylvania 

Sister  Saint  Matthieu 

Sister  Myrene 

These  eiirht  Hhortharul  claMHeH  have  ()een  judged  the  best  in  all 
the  United  States  in  Ksterbruok's  annual  (ire^K  Shorthand  ('on* 
test  for  1957-5K.  ConKratuiations  to  the  winninK  students  and 
teachers  alike.  And  conKratulations,  tisi,  to  the  many  other  fine 
classes  that  entered  the  contest. 

Another  contest  will  be  announced  very  soon.  So  if  your  class 
didn't  enter  this  year,  you’ll  have  your  chance  again.  Watch  for 
details  in  this  magazine. 

And  remember,  all  year  round,  in  ail  your  shorthand,  you’ll 
do  better, easier-to-read  work  with  a  (iregg-approved  Ksterbrook 
l>en  ((jregg  point  No.  15.55).  The  cost  is  a  modest  $2.95,  yet  an 
Ksterbrook  is  a  quality,  precision  [>en  that  can  last  you  a  life* 
time.  And  points  are  replaceable.  If  you  damage  one,  a  new  point 
screws  in  in  seconds.  What  economy! 

The  only  Gregg-approved  pen 
with  replaceable  points 


N(iMA  kpciling  liatk  and  test*  are 
Itelpiiifi  IIS  a  firv.A  deal,  and  we  cer* 
taiiily  htipe  to  continue  using  tliein. 

(>iir  administration  is  working  hard 
tf»  improve  spelling  from  the  grades 
on  up  to  high  sr  hool,  and,  of  ctairse, 
this  will  Iwlp  ns.  Onr  Knglish  defiart- 
inent  and  other  departments  are 
stressing  spr'lling.  We  have  spelling 
lessons  in  shrrrthand;  we  count  off  for 
siH'lling  errors  in  typing,  offke  prae* 
tiee,  and  ofh<*r  commercial  coiu’ses. 
We  fer  l  that  onr  students  are  lN;c.om* 
ing  "siX'lling  (onscirNis.”  On  award 
day,  we  will  give  out  NOMA  awards 
for  jM-rfec-t  s|H-lling  srores.  We  fry  to 
recognize  rriir  g«>o<l  sp«'llers  piihlicly 
every  time  we  can,  I  have  always 
found  that  ~a  little  sugar  instead  of 
vinegar”  helps  in  sp«*lling  as  well  as 
other  fields. 

S|>elling  is  an  "over-aH"  prohlem 
from  the  primary  grade**  up  througli 
<-oll«'ge,  hut  I  sincerely  Ix-lieve  that 
with  every  department  working  to¬ 
gether  we  can  make  progrrvts  in  thr* 
next  f«'w  yr*ars.  We  certainly  r-oiild 
usi*  help  from  iKith  parents  and  the 
puhlic,  who  have  In'T'O  doing  enough 
‘‘lamenting”  alKiiit  our  “jxKir  sprdling” 
lately,  Mayla-  we  will  have  their  sup- 
[Mirt  with  the  students  at  home. 

Although  we  will  have  to  admit 
that  wane  students  s<*em  to  have  a 
‘‘s|M*lling  s<*nM'”  that  others  don't  pos¬ 
sess,  I  firmly  la-lieve  that  spelling  in 
the  ctanmercial  dc*partment  can  Ire 
taught  only  hy  eorreH  habits  and 
rejx'tition.  W’e  all  realize  that  the 
differeiue  la‘twe»*n  a  gcKxl  and  p<K»r 
s«*(ii*tarv  can  sometimt's  In*  dHer- 
mined  hy  th«*ir  dictionary  habits. 
I’erhaos  our  spelling  would  Im*  im¬ 
proved  if  we  spr-nt  a  litth*  more  time 
fui  “dictionary  stiuly.”  Sr’veral  errm- 
panif’s  put  out  some  giMal  study 
guides  along  this  line. 

Perhaps  iMir  audio-visual  age  will 
bring  alanit  simphried  spelling  the 
same  as  it  brought  alMiiit  simplified 
shorthand.  Muylie  it  shoidd.  I  am 
rpiite  sure  that  |>eople  from  other 
(diintries  find  some  of  our  wrrrds 
rpiite  difficult  to  spell  bv  sound. 
Mayla*  that  is  one  of  the  answers. 

firsi,  Hk.atiifhi.y 
nU'h  ml!  IliKh  School 
Hirh  mil,  SUsnntri 

Ih'or  Mi**  ScUoni 

The  following  ap|M‘ars  in  the  Octo- 
lier,  lb*}?,  issue  of  “Husiness  Kduca* 
tion  ill  IzMiisiana”; 

“More  llian  95  |)er  cent  oi  the  writing 
tiMlay  is  tioiie  on  llw  tyirewriter,  there¬ 
fore,  it  Is  most  im|)ortant  tliut  we  'teach 
iHir  fingers  luiw  to  s|)eU..‘  Ntany  <*xcellent 
typists  cannot  s|M‘II  u  diffusilt  word  orally, 
Imt  tlwy  <an  spidl  it  <sirr**«tly  with  tlwir 
fingers.  Why?  Her'ansr-  tlwy  have  traiiMsi 
tla-ir  fingers  to  s|sell. 

"An  esct-lleiit  time  and  place  to  liegin 


this  training  is  during  tlie  first  five  min¬ 
utes  of  every  typ»-writing  class.  Set  a 
goal  to  leant  to  type  trjrrw.'tly  five  words 
at  every  lesskai  of  tfie  class.  Thus,  while 
we  are  leaniing  to  type,  we  are  also 
framing  to  spell.  Tfie  teacla-r  might  lie- 
giri  with  the  first  five  words  rm  tlie 
Nt)MA  bitemational  9tK)-w(»rd  spelling 
list:  ahhreviated  (or  inimitahU' ) ,  letue, 
mileane,  puhlit  Uy,  redpu/cate  (or  zenith). 

'Tlie  teacla-r  |ir<MaHinces  tlie  word 
ahhredati'd  very  cari-fully,  in  syllables, 
aial  writ<*s  it  on  tlie  Imanl  in  syllables: 
ah  Ine  vi  at  ed.  ( If  you  liave  tlie  1958 
list:  in  im  i  ta  hie.)  'Fhe  students  type 
the  word  sev<*ral  times.  Heimunlier,  it  is 
ri-|M!tition  tliat  clIrKla-s  tla-  cvirrect  spell¬ 
ing,  that  U-achr-s  tin*  fingers  to  spell. 

"Tlie  next  word,  /cose,  is  a  one-syllable 
voril.  'liar  teacla-r  writes  tia-  word  on 
liw-  laiard,  atal  tIa;  stndi-ntx  typi:  it  sev¬ 
eral  times.  'Ha-  sana-  iiriM-ediire  is  fol¬ 
io  w«-d  for  mih'  aue,  jmh  lie  i  ty,  uial 
re  rip  rn  rate  (or  ze  uith),  tia-  teacla-r 
making  sure  tliat  tia-  students  know  the 
ineaning  of  tia-  word  as  well  as  tia-  cor¬ 
rect  pronuiK-iation  aial  s|a-lling. 

"'file  teachf-r  eras<-s  tia-  words  from 
tia-  laiard  whih-  tia-  students  remove 
tia-ir  |>ap(>rs  aial  reinsr-rt  them  for  a  final 
typing  of  tia-  words  ini  tlie  reverse  side 
of  tia-  sla-et.  A*  tia-  teaclier  dictates  each 
word,  the  student  typ«-s  it  aral  throws 
his  carriage.  If  a  mistake  is  marie,  tla- 
stndent  has  tia-  privilege  of  retyping  tiu- 
word  correctly  la-fore  throwing  tia-  car¬ 
riage.  In  five  minutes,  tia-  students  have 
taught  tIa-ir  fingers  to  s|M-il  five  words. 

"During  this  practire,  tia:  students' 
attention  may  la-  <-aIled  to  certain  finger 
patterns  in  typing.  W'hile  tla*y  are  learn¬ 
ing  to  typi-,  tia-y  are  alvi  training  tla-ir 
fingers  to  s|N*ll.  If  five  words  are  mas- 
tererl  each  day,  in  180  days  tlie  students' 
fingers  will  luive  h-arnerl  to  s|a-ll 
words,  or  all  tia-  words  on  tia-  NDMA 
International  Sia-lling  List,” 

On  page  3  and  page  9,  in  this  state 
bulletin,  tin-rc  is  information  on  two 
spelling  projects,  one  nin  by  NOMA 
and  one  by  KHLA.  For  the  NOMA 
list,  write  to  T.  W.  Kling,  NOMA, 
Willow  Grove,  Pennsylvania;  he  will 
wild  a  copy  of  the  Ii.st  for  each 
stndi-nt. 

(h.AI>YS  PM.g 

Sttde  Sufurvisor  of 

Hiudtu-**  Eduralum 

Baton  Boiiftp,  lAtuitiana 

Dear  Mis.t  >.V/*on: 

I  do  not  la-lieve  we  should  pi-nali/x- 
students  by  depriving  them  of  taking 
shorthand  lM*caus<‘  they  cannot  s|M‘I1, 
llather,  I  iM-lieve  it  is  our  system  of 
“not  teaching  spelling  from  the  first 
grade  up  through  the  twelfth”  that  is 
at  fault.  Surely,  spr-lling  is  not  such  a 
difficult  siibjrH-t  that  studr-nts  cannot 
learn  it.  If  they  have  not  had  fonnal 
spr-lling  (and  by  this  I  mr-an  that 
tliey  have  a  spr-lling  textlNiok  with 
rr-gular  lessons  assignr-rl  for  study  and 
chrH-kr*d  with  remerlial  practice  on 
the  w’ords  missrsi),  thr-n  they  prob¬ 
ably  cannot  spell.  If  they  have  not 


had  similar  kinds  of  spr  lling  training 
througli  their  schfarl  years,  it  is  we 
teachers  who  have  slighted  the  sub¬ 
ject  of  spelling  anti  not  tliey. 

Ijet’i  rigid  thr-  wrong  that  has  lic-eri 
drme.  Ix.-t‘*  usr;  the  NOMA  list  and 
similar  li.sts  to  teach  spr-lling  wherever 
we  find  {Mxrr  spellers.  1  have  to  tr-acli 
spelling  in  jiinirrr  collr-ge.  My  studr-nts 
can’t  spell  eitla-r.  1  teach  sprdling  in 
typing,  business  Knglish,  office  prac¬ 
tice,  shorthand,  and  transcription 
classes. 

In  my  typing  classes,  I  use  the 
supplemental  text,  Spellinn  at  Your 
Typewriter,  by  Craig  and  Ix-slie.  It 
takes  alKiiit  ten  miniitr-s  of  my  typing 
period  to  drill  on  spr-lling.  In  my 
business  Knglish  class,  I  usr-  thi-  sup¬ 
plemental  text.  Correct  .Spe//irig.  by 
f  diaries  G.  Heigner.  W'e  spr-11  thrr-r- 
timr-s  a  wt:r-k  in  this  class.  'I'otal  class 
time  ii.sr-d  is  alxiiit  fortv  minutes  a 
wer-k.  In  offir-r-  prarlke.  I  use  various 
preparr-d  spr-lling  lists.  Stiirh-nts  study 
a  list  of  .30  w'ords  for  a  wr-r*k  ami 
s|>r-ll  at  till-  end  of  the  wr-ek.  In 
shorthand,  we  usr-  tin-  shorthand 
worklKiok,  which  taki*s  alKiiit  ten 
minnti-s  of  tin-  class  pr-riml.  It  has 
r-xcellent  Kiigiish  and  spr-lling  drills, 
and  thi-y  help  to  automatize  di-tails 
of  corrr-ct  transcription.  Students  kr-r-p 
a  list  of  the  worrls  they  miss  in  a 
special  s|M-lling  sr-i-tion  of  their  note- 
iMMiks.  Individual  spr-lling  tests  are 
given  on  the  lists  they  accumulate  to 
ser-  that  they  are  ovr-rrsiniing  their 
own  spr-lling  weaknr*ssr*s. 

Don’t  eliminate  all  the  pmir  s|)r*ll- 
ers  in  high  sclimil  from  shorthand -or 
I  will  get  more  than  my  share  in 
junior  college.  Si-rioiisly,  I  iH-lir-ve  I 
am  achir-ving  some  siictess  with  sjm-II- 
ing,  even  at  the  late  junior  college 
leyi-l.  I  find  students  realiv  want  to 
Ir-arn  to  sim-II,  and  thr-y  work  hard  on 
spr-lling.  'Phis  year  I  have  notict-d 
gri-at  improvr-mr-nts.  \!y  “low”  on  the 
spr-lling  ti-.st  li.str-d  under  your  prob¬ 
lem  in  the  January  issue  of  BKW’  was 
H9  |>r-r  cr-nt;  my  high  was  92  jH-r  cr-nt 
—not  high  enough  but  emsiiiraging. 
Somr-  of  these  students  will  have 
another  sr-mr-str-r  of  business  classr*s 
with  me,  and  I  will  ker-p  drilling  on 
spr-lling  in  whatevr-r  classr-s  they  se- 
Ir-r-t  from  my  rlr-partment.  The  littlr- 
improvr-mr-nt  I  sr-r-  tsmipr-ls  me  to 
work  hardrT  with  the  remr-rlial-spi-ll- 
ing  practice  in  all  my  classes. 

Kventuallv,  I  lieheve,  spr-lling  will 
catr-h  up  with  shorthand  writers;  and 
whr-n  it  diK-s,  we  will  all  Im-  proud  of 
our  ac-tsmiplishments.  1  say,  Ir-t’s  ac¬ 
cept  what  our  school  has  passr-il  on 
to  us— thr-  jWMir  s|M-llers-and  li-t’s 
make  spr-llers  out  of  them,  r-ven  if 
thr-y  are  olrl  iM-fore  thrn'  Ir-ani. 

Tiiki.ma  L.  Okkhsthom 
Palm  Beach  Junitn  Colleae 
lAike  Wttrih,  Fhmfia 
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LETTERS 


To  the  Editor: 

I  tfrtaiiily  t'lijoyttl  Kiitli  L'lirau's 
artifl*',  “Have  Yt»u  Thought  atxiut 
.Moviugr*"  in  the  Kehriiarv  issue  of 
Bl’sinkss  Kdi'Catuin  VVoiu.d. 

For  a  iiumlH'r  of  years  I  thouglit 
tfiere  was  just  nothing  like  the  s»*cu- 
rity  of  iHMiig  in  one  placi*,  until  I 
finally  (lecithnl  that  a  new  or  different 
joh  might  Im*  more  challenging.  Not 
only  did  I  find  that  it  is  difficult  to 
leave  one's  own  fiome,  hut  I  ran  into 
furth(*r  difficulties  —  tfie  community 
had  accepted  us  as  |M‘rmanent  fixtures, 
f'erhups  that  was  understandalde 
from  their  viewpoint;  f)ut  after  twen¬ 
ty-two  years  in  one  area  and  twelve 
in  one  scIkmiI,  I  decided  to  make  a 
ilecision.  Should  we  remain  fiere  for 
tlie  rest  of  our  lives  or  tackle  a  new 
and  challenging  situationi* 

Our  churcfi  asked  us  to  ciMisider 
till'  iMisition  I  now  tiold  —  hiisiness 
manager,  college  teacher,  and  fiasket- 
hall  coacfi.  1  am  enjoying  it  vt^y 
much.  Tfie  trip  was  wonderful— rlrove 
up  tfie  Alcan  fiighway— and  the  scni- 
ery,  as  in  all  of  Alaska,  is  fx'uutiful. 

We  are  ligfit  on  the  v<*Tge  of  fniiltf- 
ing  a  new  campus,  sHting  a  husim'ss 
curriculum,  and  arranging  a  basket- 
hall  program.  I  never  dreamed  of 
taking  a  hasketfiall  trip  on  a  fxKit  or 
plane.  All  this  k<-<*ps  me  very  'fmsy, 
hut  I  am  enjoying  every  day  of  it. 

During  our  vacations,  we  fiope  to 
Im*  alile  to  s(‘e  more  of  Alaska  and 
possilily,  some  summer,  take  a  trip 
on  one  of  the  freigliter  Ixiats  that 
will  soon  Im*  going  hack  and  fortli  to 
Japan, 

As  for  the  future,  |M*rhaps  anotlier 
challenging  situation  and  a  new  edu¬ 
cational  ex|M*rienc*<*.  Tfie  only  difficul¬ 
ty  is  losing  out  on  n*tiremeiit  plans. 

We  are  fu*re  fiecause  my  family 
(wife,  son,  and  daughter)  wanted  to 
s<*e  Alaska.  Ferfiaps  more  families 
ought  to  piisfi  Da<l  off  to  a  new 
liK-ation. 

.Ntore  and  more  fiigfi  scfitMils  are 
being  fmilt  every  year,  from  Metla- 
katla  to  Barrow,  Tfiere  is  a  ricfi  and 
rewarding  experience  for  those  inter¬ 
ested  in  teaching  in  tlie  land  of  tlie 
“last  frontier.”  Tfie  |M*ople  are  won¬ 
derful  to  work  witfi,  iiM'luding  tfie 
students  (wliite  and  native)  who  c-er- 
tainly  have  a  different  philosopliy 
friMn  tfiHr  .stateside  hrotfiers.  I  can’t 
say  that  one  is  (h'finitf'ly  lM*tter  tfiaii 
the  other— fmt  let's  say  a  comhiiiation 
of  tlie  giMxl  of  Ixitfi  would  Im*  ideal. 

I'm  sure  many  |M*ople  will  fM*iiefit 
from  Miss  L'liraii’s  practical  article. 

C,.  .MaKKI'.I': 

Sfu’Uloti  Jai  knon  Jutiior  dollr'Hi' 
Sitka,  ALiska 
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P.O.  »OX  237  DIPT!  iCW  GAPPITT,  INDIANA 


A  Light  Touch 

makes 

NEAT 
ERASURES 

with  a 

RUSH- 

~FVBaGLAS% 


No  slip  sheet  needed  Im.*- 
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GUESS  WHO  GOT  THE  JOB?  THE  BURROUGHS-TRAINED  GIRL,  OF  COURSE! 


Word  ulM)ut  your  •chool  around  pretty  fast— and 

when  you  teach  with  Burroutchs  machineH,  the  word 

just  couldn’t  l>e  lietter ! 

Sere  are  the  reaatjrui  behind  the  good  words: 

•  Business  buys  Burroughs  machines  by  the  thou¬ 
sands— and  this  demand  calls  fur  a  proportionate 
supply  of  Burroughs-trained  u|>eratorM. 

•  Burn)ughs-traine<l  graduates  are  equipped  with  a 
valuable  basic  knuwle<ige  that’s  highly  in  demand 
Unlay— and  also  applicable  to  tomorrow’s  automa¬ 
tion!  (One  Burroughs  machine  in  particular— the 
tSensimatic- is  a  very  im|K>rtant  part  of  the  auto¬ 
matic  data  processing  systems  being  used  increas¬ 
ingly  in  buainuHs.) 

•  Students  learn  4^ily,  rapidly  and  thoroughly  on 
these  uncomplicaUnl,  highly  auU>matic  machim«. 

•  Kconomical  machine  mainUmance  is  quickly,  con¬ 
veniently  available  throughout  the  country. 

•  TfOfhrr  bonus:  Burroughs  offers  free,  practical, 
realistic  teaching  aids  and  inntruction  courstw. 

The  coupon  at  right  will  bring  you  full  details.  Why 

not  take  a  moment  right  now  and  send  it  in? 


StnmtmtUt  arnmnUng  f'aUuintor-^iU9tlup$  ktgk 

u*tih  f/rmfitt  rmifrriaU  /or  puBttng.  o/  »kiU  and  arrurarg 

CauroTM  Hurroughs  pupuior  and  btUina 

markinft  htlp  tUtUtp  ttuiUnt  arrurarg  and  aprtd. 


Burroughs 

Corporation 


'SKW  UlMUNHtihSS  I  in  rlertnmun  and  daUi  /#rrK*rs«ini;  oyclrmn” 


BMiinouaNit  connonATioM.  nvition  OfTtOH  u.  Michigan 

arnd  Itr  eompUh  in/cermo/ion  on  Hurtangka  a^utpmant  Utf  tta/hing 

purpitata. 

IISMf  _  . 

mrriOT  Mtmvftw 

•Ytiir  - _ 

y  (Iff  tool  iTftri 
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A  branch  of  American  Cyanamid  uses  Its  own 
plant  and  personnel  to  train  high  school  students 


ORVIS  R.  HAZARD,  Co 

V«>'atiorial  Ediration  and  Exten'ion  Bfjard  0<  ^  and  County,  New  City,  T^ew  t'or^ 

FOH  THK  past  FIVFl  YKAHS,  u  iiiiitjiu*  co-ojwrativf 

()f{ic-t‘-stii<ly  program  has  t’liahh’d  24S  hiisiiii'ss  stiidriits  in  tin* 
sfVfti  hi^h  sch(N)ls  of  Koc-ldand  (amiity,  N<*w  York,  tn  rftfivi* 
training  in  bnsiiu'ss  prac-ticvs  l)y  oiu'  of  tho  world's  lar^rst 
pharinac(‘iiticul  firms.  This  joint  industry-odncation  vi'iitiirt*  was 
(U'siKiHHl  to  iM'rmit  hii^h  scfi(M)l  csiniiiK'rciai  stndrnts  to  oltM'rvo 
oHkt*  pr<K't‘<hir(‘s  uikI  practices  of  a  lar^'c  industrial  firm 
under  actual  oix'rutiiiK  conditions. 

K(H'klan<l  (>)unty  is  a  relatively  small  csmnty  near  New  Yttrk  (!ily 
on  the  west  side  of  the  Hudson  Hisn  and  north  of  the  New  |ers4*y 
State  line.  lYie  construction  of  the  I  appan  Z«*e  Bridge  atToss 
the  tlud.son  Hiver  l)etween  Tarryttjuii  anti  Nyack  and  the  huildiiiK  of 
the  New  York  State  Thruw'ay  through  the  (aninty  have  cuus4*<i  a 
heavy  mi(;ration  into  the  (Joiinty.  Icn  y(‘ars  a^o,  its  |)opulation 
was  SO,(MJO;  by  1975,  it  is  exp<fted  to  ^row  to  25f),<KM). 

The  participating  hrin  in  this  co*op<-rative  office-study  program 
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THIS  MANUTACTURiR  TRAINS  BUSINESS  STUDENTS 


is  tin*  Aiiwruati  (<’yuii;iniid  Company,  The  pro^iiim  is 
cairietl  «»ii  at  tin*  50()-acri*  plant  of  its  l/'^lerle  I^idjoralories 
division  in  Pearl  Itiver,  Neu  York. 

Di'serihiiiK  the  venture  as  a  pai1  of  the  e«>ntiniiin}{ 
efforts  of  high  school  giiidant  e  connM'lors  to  correlat<- 
scitool  studies  with  future  careers,  John  S,  .Stewart, 
la'defle’s  director  of  industrial  and  connnnnity  relations, 
saitl.  "W*  hope  that  this  ro-rnH-rative  stmly  plan  will 
prove  to  he  of  laMiefit  to  all  iruhistrics  of  the  area,  siiict* 
it  will  give  the  coniin<‘rcial  student  ex|K'rienc«'  with  the 
<‘<piipinent  and  actual  o|M*rating  conditions  they  will  rner't 
as  S4MHI  as  thr’y  have  c-onipleted  their  si'h<Miling.  VVe  are 


|t)AN  l.()HI)F,l.l.  (center)  practu-<‘s  on  a  standard  tyiN'writer, 
while  lieverly  itaehiu  k  and  Anne  Hnlmel  try  out  electric  s. 


very  pleased  to  have  lK*en  in  a  |>osition  to  provide  facilities 
lor  the  piop'ct  itself  and  to  assist  the  aie,«  vocational 
connsi'lois  in  their  •  Horls  toward  i-oniph'te  student  train* 
iiig." 

rhe  HiK'kIand  (anility  high  scIiiniIs  co-o|M‘ruting  in  the 
pro|ect  are  (darkstown  jnnior-Senior  High  School,  llaver- 
straw  High  ScIkniI,  ,\y.ick  High  ScIkmiI,  Pearl  Kiver  High 
SchiMil,  .Spring  N'alley  fligh  Schiail,  SnH<‘in  High  ScIkhiI, 
and  I'appan  ’/ao*  High  School. 

Ill  tin*  fall  of  lOr'T  la*derle  lailMiratories  dis<-iissed  with 
ieprcsentativ(>s  of  the  st'ven  high  scIkhiIs  and  tin*  N'lKation* 
al  Kdncalion  and  Kstensioii  hoard  of  hiK-klund  (anility 
lilt*  |M>ssihility  of  oiiering,  in  its  plant  at  Pearl  hivtT,  some 
t\|M*  of  office  training  or  office  vsaiik  ex|)eri(*iici‘  to  high 
scIkhiI  sr'iiior  Imivs  and  girls.  It  was  decided,  after  several 
(*onferenct‘s,  that  liigh  scIkmiI  students  would  In'iiefit  most 
hy  instruction  in  husiness  practice's  in  a  classroom  at  the 
Pearl  Kiver  plant. 


This  cei-oiM'rative  offics'-stiidy  program  is  an  in-plant 
extension  of  normal  schiNil  training.  Here’s  the  way  it  is 
ceniducted: 

'i  he  V’ix.-ational  Kducation  and  Kxtension  hoard  cei- 
ordinates  th'-  program  each  year  and  furnishes  trans- 
ixntation  for  the  students  to  l>*d(‘rle  l.„ihoratories.  (The 
V<K'ational  Hoard  is  the  esninty  educational  sr'rvice-  or- 
gani/ation  throiigli  which  the  local  scIkmiI  districts  have 
co-o|M*rated  for  many  years  in  providing  v(K-ational  t>duca- 
tion,  pupil  {lersonnel  service's,  and  shart'd  instructional 
st'rvicc*s  to  their  students.) 

'Idle  guidance*  counselors  of  each  liK-al  high  sclaail  select 
th«'  students  who  participate.  F^ac-h  school  is  left  free  to 
develop  its  own  crit«*ria  f  .r  s«*lection. 

la'derle  TaliMiratories*  oiiicc'  sc'rvicr*  department  conducts 
the  actual  training  program,  providing  instructors,  erpiip- 
ment,  facilities,  and  materials.  .At  the  end  of  the  training 
program,  each  student’s  progress  is  revii'weil  hy  the  tsirn- 
pany  instructor. 

Fifth  Y*ar  Brings  Expansion 

Inaugurated  in  Hj.54,  the  program  has  In'en  re|M*at<‘d 
each  year,  iM'ginning  in  Fehruary  and  continuing  lor  eight 
weeks.  During  this  time,  therr*  are  lour  training  sessions  of 
two  wr'C'ks  each.  Kach  day’s  training  session  begins  at  1 
p.in.  and  i'IkIs  aliout  4:15  ii.in.  The  niimlM'r  of  students 
participating  from  each  high  school  varies  from  year  to 
year  with  the  size  of  its  husiness  dep.irtment. 

During  each  of  tlie  first  four  years  of  the  program,  48 
students  from  tlu*  seven  high  schools  rt'ceiverl  instruction, 
d'his  year,  particip.iti'd.  Tin*  nunilx'r  ix-rmitted  to  at¬ 
tend  each  tw’o-W'(*(*k  s(*ssion  was  limited  to  12  during  the 
first  four  years  of  the  program,  Ix-causi*  I^-derle  ladiora- 
tories  and  the  high  schools  Ix'lieved  that  the  training  should 
Im*  very  intensivt*  and  carefully  sup«Tvis«*tl.  This  year,  the 
niimlM-r  in  each  session  was  increased  to  14  at  tlie  re<|uest 
of  the  hiK'kland  (aiunty  (fuidantc  AssiK-iation,  whose 
memiMTS  said  that  they  would  “like  to  see  more  students 
have  the  op|M>rtunity  to  ri*ceive  the  Ix'iiefil  in  a  realistic 
busin(*ss  situation  each  year.” 

At  the  same  time,  the  company’s  |M’rsonnel  (h'partment 
administers  aptitiule  and  achievement  tests,  maintains  |M-r- 
sonnel  r«*cords  on  each  tiain<*t*,  and  pre|>.tres  a  final  evalua¬ 
tion  of  the  traint‘«‘’s  ipialifications.  All  exercis«*.s  and  work 
coinplett'd  hy  the  students,  as  well  as  the  company  in- 
striK-tor’s  evaluation,  are  turned  over  to  the  scIkmiI  instruc¬ 
tors  at  the  (*1x1  of  tfie  training  program. 

.Stialents  s«'lect«*<l  for  training  are  advist'ri  that  their 
parlicipatiiHi  in  the  program  will  not  retpiire  them  to  at‘c<*pt 
any  offers  of  employment  hy  Ia*tlerle  Ddxiratories,  in 
turn,  the  c'ompany  is  under  no  ohligati«Hi  to  employ  any 
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BUSINESS  EDUCATKJN  WOKLD 


TIIK  IIANI.FY  TWINS,  ForrHim-  an<l  I.on-tta,  final  wi-rk  of  trainlll^  (la%s«"\  at  lacli  rli-  Falxna* 

work  with  Diitaplioiu'  traiiv  rilxT-i  rliiriiiK  tltrir  toru*».  (In  Ikk  kKroiiiul.  I’at  klrjn,  alv>  of  \'yu«  k.) 


of  tfu*  Iraincfs.  Since  tin-  stinit-nt.s  are  not  aetiv«-ly  en^aKed 
in  W’ork  tor  la-derle,  tlic-y  are  paid  no  .vdari«-s;  .ind  none  of 
their  praetiet*  material  is  used  hy  the  eoinpany. 

Kaeh  two-week  session  ineindes  praetiee  lessons  in  typ- 
iiiK  and  dictation,  nsin^  company  letterheads  and  lorms. 
Other  phases  of  tin-  training  ineinde  demonstrations  of 
office  tahniating  eipiipment,  such  as  adding  machines  and 
calculators,  and  practicv  work  with  various  tyin  s  of  repro¬ 
ducing  and  dnplicating  machines. 

When  students  c-riiUDlete  the  program  each  y*-ar,  they 
are  rerpiested  to  express  tlu-ir  opinions  alMint  it  anti  to 
make  suggestions  for  its  improvement.  .\nt«)inette  /ae 
cardo,  .1  senior  secretarial  student  at  If.iverstraw'  High 
School,  commented;  “It  gave  me  a  great  deal  of  ctmfidenee 
in  my  ability.  The  ex|)erienee  maile  me  feel  I  was  really 
working  in  an  office,  and  I  was  ahle  to  get  nst d  to  office 
prtK-edures  and  learn  many  new  ti*chnii|ues.” 

jiidy  .Schefcick,  of  (Jiarkstown  junior  Senior  High 
School,  New  (atv,  stated:  “I  have  learned  countless  new 
technitpus  th.it  I  am  sure  will  .lid  m<‘  in  my  future  work. 
Aside  from  learning  new  things,  I  have  learned  more  alMiiit 
what  .1  real  joh  would  Ik*  liki-,  including  the  hum.m  siile 
of  it.” 

fa-derle  l^dxiratories  has  employed  .>S  of  the 
students  who  comph-tr-d  the  program  during  its  first  four 
years.  .All  of  them  have  proved  to  Im-  satisfactorv  em¬ 
ployees.  Joyce  H.dtner,  who  was  gradu.tted  from  .Spruii' 
N’alley  High  Schixil  in  Hf.vl.  works  foi  Peter  Kichh-r,  ad 
rninistrative  assistant  to  the  director  of  hio-ch<‘mical  re¬ 
search.  Joyce*  “found  the  eo oix-rative*  office-study  course 
valuahle  lM*caus«-  I  was  already  familiar  with  the  g<*neral 
office  pr«K-<-<!ur<'S  wh»-n  I  c-anu*  to  la-derle  L.dxir.ttories.’' 

Occupation  without  Commutation 

Nancy  Sutherland,  a  Iff55  graduate  of  Siiffi-rn  High 
Sehoeil,  is  employ«‘<l  in  Ia*<hTle’s  |M-rvmne|  departme-nt  hy 
Clinton  Terw  illeger,  who,  as  co-oidin.itor  of  |M‘rsonnel  se-rv 
k-es,  administers  th«-  Kducational  Assistanct*  Program. 
Nam-y  says,  ‘The  office-study  course*  gave  me  a  chance  to 
we  what  la-<h-rle  is  like.  I  .un  gl.id  I  did  not  cho<is«*  the 
commut<*r’s  life.” 

(wrahliiH*  (kiglielim-llo  was  employed  in  the*  hndgel  and 
jCNK,  10% 


st.itistics  dep;trtmenl  .dter  graduation  in  10.57  from  I'appan 
/.<••  High  School,  Pierniont.  (a-iry  comments:  “I  was  in- 
teiest«‘d  in  the  things  that  weie  different  fioni  my  high 
scIkxiI  course*," 

rhe  stueh'iils  in  the*  program  who  weie  not  emple»ye-d 
h\  la-de-rle*  fe*el  that  the-  training  w.is  weirth  while*,  Iwe  ause- 
the-y  have  eli-ve-leijM-el  te-e  hniepie-s  ,uul  attitnele*s  that  have- 
III  Ipe-el  them  in  {Misitions  with  eilhe-r  firms. 

rhe-  iH-ne-fils  aevrning  to  the*  stuele-nts  p.irtie-ip.iting  in 
this  preigrani  have-  hi-e-n  sumnu'el  np  hy  this  slali-me*nt  from 
the-  piiiK-ipals  of  the  se‘ve*n  HiM-klanel  County  high  se-liiMils 
III  .1  li-tte‘r  to  |ohn  Ste-wart,  l.e-eli*rli‘'s  elire'etor  of  inehislii.d 
aiiel  eominunity  re  l.itions:  “.Many  eif  ns  have*  l.ilke-el  with 
the  stneli*nts  as  the*y  have-  re-turne-el  freiiti  the-ir  training 
|)e  rieNl.  We-  have  se*e*n  ne*w'  e'lithusiasm  anel  priele*  in  the-ir 
work.  The-  high  sc-lieMil  principals  wish  tei  th.ink  anel  c-emi- 
mi-nel  yeiu  anel  yeiur  staff  feir  e-eintinning  this  e-xe-e-lh-nt  anel 
worth-while*  preigram.  Yeiur  e-ffoits  in  the*  husini*ss  aie-a 
h.ive-  lie-en  of  gre-at  assistance*  to  the*  pupils  eif  iteH-kl.inel 
( anility.” 


FAST  DAY!  I  ‘.line  I.e  (.lilt  li.i«  a  pr.ie  tiee*  t  en- 
ployiiieiil  llite-rvie-w  Willi  Miks  |- .  K.  Wliale-li  of 
ia-elerle’s  eiiiployiiieiil  offhe*. 


YOU 

CAN  ! 

h 

LEARN 

! 

FROM 


SUSAN  SUDDERTH 

Adult  Vocation*!  Columbtrt.  > 


DO  V()U  KNOW  all  tin*  pn»l>l<'ins  that  will  confront 
yniir  ftijclcnts  wh«*n  they  go  into  a  busin«*ss  office  for 
their  first  joh?  As  a  husinesf-ediicatkin  teacher,  yon  are 
jiist  a*  respoiuihle  for  this  aspect  of  the  preparation  of 
your  students  as  for  seeing  that  they  can  take  dictation 
intelligently  and  type  efficieiitly.  If  anything,  awareness 
of  thes<‘  problems  may  lie  more  im|K)rtant  than  skill 
development— for  their  reactions  to  the  adjustments  of 
getting  started  in  an  office  will  certainly  l>e  reflected  in 
their  production. 

VV'fwn  1  Ix'came  a  business  teacher  s«*ven  years  ago,  1 
had  years  of  office  exp<‘rieiue  iM'hind  me.  But  frcHn  that 
time  until  last  summer,  I  hardly  !w>t  foot  in  an  offiie.  It 
suddenly  cK-riirred  to  me  t«)  ask  myself,  “How  up  to  date 
is  my  exp<‘rienct’  now?”  So,  last  year,  as  soon  as  I  had 
graded  my  last  papt'r  and  halamed  my  last  attendance 
summary,  I  rHiinied  to  a  nine-to-five  job.  I  actually 
w<irked  in  s(*veral  offices  during  the  tch<x)l  vacation;  and 
the  varM*ty  of  my  exp<*riences  made  rne  wonder  whether 
we  teachers  are  doing  all  we  should  lx‘  doing  for  our 
students.  As  I  encountererl  one  thing  after  another  that 
was  not  in  the  iMMik,  I  thought  of  sptx'ific  individuals  I 
had  had  in  my  i-lass(‘s.  I  wondered  if  Betty  Sue  would 
know  what  to  do  in  such  a  situation,  or  just  how  Hal 
would  handle  that  prohl(*m. 

Securing  th«  Job 

,My  first  step  was  to  go  to  an  employment  agency  and 
register.  (Although  I  was  participating  in  a  work- 
exp<*rience  program  co-ordinat<*d  by  Teachers  Cailh^ge, 
Oolnmbia  University,  1  still  had  some  ri'sponsibility  for 
getting  my  jobs.)  I  had  heard  all  sorts  of  remarks  alxmt 
the  crying  need  for  office  work«*rs;  but  when  I  investi¬ 
gated,  I  didn't  s<*em  to  Ik*  able*  to  find  “just  the  right 
thing.”  And  I  r<*memlx*red  how  .so  many  of  mv  students 
had  seemed  to  have  the  feeling  that  there  might  not  lx- 
a  job  for  them. 

The  employment  ag€*ncy  told  me,  of  c'ourst*,  that  I’d 
Im-  contacted  as  scmiii  as  something  opeMied  up  and  that 
this  would  surely  happ<‘n  “within  a  day  or  two.”  How 
many  of  our  students  sit  around  waiting  for  such  a  call? 
Do  they  know'  that  they  must  take  the  initiative  and  call 
back,  or  even  visit  the  office  again?  If  they’re  afraid  of 
making  nuisances  of  themselves,  thi>y  can  always  .say, 
“I've  Inx'ii  aw'ay  all  morning  and  out  of  reach  of  a  tel(>- 
phone,  and  I  just  wond(‘red  if  you  had  tried  to  call  me.” 

There  is  also  the  matter  of  |>ossibIe  testing  by  the 
agencs  and  the*  conditions  under  which  such  tests  are 
given.  .Students  might  In>  tipped  off  to  tuck  a  pencil, 
tyjx’writer  eras<*r,  and  notelxMik  into  their  pcK-kets,  or 
even  to  take  along  a  small  dic'tionarv.  Kmplovment  ag(‘n- 
cM's  and  offices  have  iN-en  known  to  give  an  applicant 
a  fi*w'  sheets  of  ty|X*writer  pap<*r,  a  penc'il,  and  a  f«*w 
minutes’  dictation  and  to  expc'ct  a  mailable  Iettc*r.  We’d 
like  to  think  that  our  iM^iple  never  missp<‘ll  words  or 
make  ty|)ographica)  errors;  but  a  ty|M*writer  erascT 
wouldn’t  take  up  much  room,  and  it  might  come  in  handy 
if  it  could  Ih*  easily  Im-ated. 

As  for  ag(*ncy  fix's:  Students  shoulil  understand  how 
thi*  various  typi's  of  agencii's  work,  espixially  the  private 
ones.  I'he  fee  may  Im*  paid  oyer  a  {MxiiMl  of  time,  or 
th«*re  may  Im*  a  ri*dnction  if  one  lump  payment  is  made. 
Sometimes  the  employer  pays  the  fix*  or  reimburses  the 
employee  for  the  fi*e  he  has  paid.  Our  stuilents  should 
realize  all  these*  |)ossibilities  and  Im*  sure  of  the  terms  of 
their  contracts  with  agenc*i{‘s. 
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Ill  iny  case,  1  was  wo^kin^  with  an  orftaiii/atioii  that 
(lid  not  call  itself  an  eniplo>inent  agency.  It  actually  hired 
people,  then  sent  them  out  on  jobs.  This  made  for  a 
considi'rahle  la^  in  the  payment  of  salaries.  But  even 
with  this  scheduled  delay,  the  check  did  not  always 
arrive  on  the  day  following  the  one  specified  by  the 
agency  as  the  mailing  date.  My  first  week’s  check,  in¬ 
stead  of  arriving;  on  Thursday  of  the  following  wc'ek, 
didn’t  come  until  .Saturday  of  the  third  week.  .\nd  the 
s<‘cond  check  was  no  more  prompt,  althouKh  I  madir  a 
protest  with  the  second  week’s  time  record.  For  some 
yoiiiiK  (rerson  who  hadn’t  anticipated  such  a  delay,  this 
mi^ht  1m'  a  r(‘al  catastrophe. 

Meeting  the  Supervisor 

Once  in  an  offict*,  the  iN'Kinner’s  first  contact  is  with 
the  siijKTV'isor.  The  student  is  accustomed  to  sujxTvision 
from  a  t(*acher— (jr  from  two  or  three  teachers— who  has 
had  intensive  trainin^  in  how  to  handle  learners  and  is 
presumably  expert  in  Kiving  in.stnictions.  When  the  stu- 
diMit  comes  to  the  job,  is  he  Koin){  to  find  as  ({cmkI  a 
“teacher’?  In  some  large  offices  that  are  personnel- 
(-onscious,  and  in  an  (Kcasional  small  office,  lie  is  going 
to  find  excellent  supervision;  but  business  teachers  should 
not  count  on  this.  The  student  needs  preparation  for 
ri*alistic  as  well  as  id<‘al  situations,  and  he  must  Im*  able 
to  follow  all  sorts  of  directions,  including  those  given  by 
one  who  has  done  the  job  until  it  has  iM'come  rote. 

I  worked  on  three  different  jobs  and  ran  into  three 
entirely  different  situations.  On  the  first  job,  I  W'as  given 
sketchy  instnictions  and  the  su|>ervisor  was  gone,  having 
me  to  get  supplementarv'  instnictions  eithic  from  liis 
secretary  or  from  one  of  his  associates,  who  had  his  own 
work  to  do, 

f)n  the  second  job,  my  supervisor  often  had  to  go  to 
his  immediate  su|)erior  for  instructions.  This  |>erson  either 
explained  things  to  my  supervisor  while  I  listened  or 
explained  directly  to  me. 

On  the  third  job,  in  a  large  offic(‘,  my  first  contact 
was  with  the  |>ersoiinel  dir(‘ctor.  Me  call«‘d  a  man  to 
tell  him  that  I  was  in  'Hu's  man,  who  was  head  of  the 
department,  was  glad  that  I  had  come  hut  was  tcKi  busy 
to  see  me;  so  he  referred  the  personnel  director  to 
someone  else.  The  second  person  was  also  glad— and 
also  busy.  He  referred  us  to  the  yiaing  woman  with 
whom  I  was  to  work.  Abandoning  the  telephone,  the 
[M‘rsonnel  director  took  me  to  this  woman’s  desk  and 
left  me.  Here  I  found  a  remarkably  pleasant  girl;  but 
sh(‘  hadn’t  ev(‘n  known  I  had  Im-cii  hired  and  didn’t  liave 
time  to  explain  my  dutii>s  and  responsibilities.  It  wasn’t 
her  fault- it  simply  hapirened  that  the  ti'lephone  was 
continually  ringing.  Finally  slu*  passed  me  on  to  a  young 
woman  who  was  doing  similar  work.  She  stop|)ed  and 
g.ive  me  something  to  do— and,  fortunately,  slut  gave  me 
very  gixMl  su|)ervisiori  as  well. 

Th«  Long-Rong*  R«lationship 

Helations  with  a  sup<*rvisor  are  a  matter  not  only  of 
initial  contaci  but  of  continuing  contact.  Dim's  he  liave 
control  of  the  situation,  or  is  he  insi'cure  iM’cause  Ik* 
doesn’t  have  a  dear  picture  of  his  own  job?  Does  he 
criticize  in  a  constnictive  or  in  a  fault-finding  way?  D(k*s 
he  offer  praise  or  show  appreciation?  If  so.  is  it  sincere, 
or  exaggerated  and  false? 

.\t  this  point,  vou  may  say,  "But  how  can  we  prepare 
our  students  for  all  these  situations?" 


Summer  work  convinced  this  teacher 
that  we  must  do  more 
to  cushion  students  against  the  shocks 
that  await  them  in  the  offica 

t 

Well,  teadiers  vary  in  jrersonalitv,  of  (smrse,  and 
.stud(*nts  have  to  make  sotm*  adjustment  to  even  the  liest 
of  them.  But  I  think  we  can  make  the  studi'iits  con.scioiis 
of  the  fact  that  esen  mon*  drastic  adjustments  may  Im* 
necessiiry  on  tlu^  job.  Sometimes  the  teadn'r  can  pur¬ 
posely  give  scanty  instructions  and  let  the  students  work 
out  the  solution  as  inti'lligently  us  |)ossible,  'I’he  teachei 
should  also  consider  the  {sossibilitv  that  what  he  thought 
was  clear  was  not  so  clear  to  the  student  and  should 
then  talk  with  him  ulMiiit  reaching  an  uiKlerstanding  of 
wh.it  anothi'r  is  trying  to  say.  If  a  teacher  "blows  his 
top”  alxiut  an  error  or  alHiut  piMir  handling,  he  need 
not  feel  ri'inoiseful  or  defensive.  Instead,  he  can  im¬ 
mediately  point  out  to  the  whoh*  class  that  an  incident 
like  this  can  (sisily  hapiM‘n  in  an  office;  and  the  class 
can  disru.ss  how  to  cope  with  tlu*  situation  so  that  it  will 
not  have  a  traumatic  effect  on  them. 

Working  with  Follow  Employoot 

(amtaets  with  fellow  employees  probably  constitute  a 
bigger  problem  than  the  ('ontaet  with  the  sui^rvisor. 
just  as  p<*rsonal  relationships  develop  in  a  classrrMim, 
foimalities  and  restrictions  t«‘nd  to  drop  awav  in  an 
office.  There  are  some  jM*o|>le  who  can  take  any  develop¬ 
ment  in  their  stride;  but  others  will  Ih*  completely  over¬ 
whelmed  at  times.  'Ihe  least  we  can  do  is  to  give  our 
students  a  little  pr«‘paration. 

.Some  office  situations  mav  affc'ct  the  individual  even 
when  they  don’t  invedve  him.  In  my  first  days  on  the  job, 
I  was  reawak(‘ned  to  "man’s  inhumanity  tc»  man’’  by  the 
sn.itches  of  sarcasm  I  overheard;  the  use  cd  the  word 
"char"  so  many  times,  each  time  with  the  hollowness 
and  sharpness  of  a  hy[KHlermic  needle;  the  |M‘tty  selfish¬ 
ness  of  jvople  grabbing  things  for  themudves,  'IlieW! 
cases  are,  cjf  course,  in  the  minority;  but  I’m  afraid  that 
they  (M-cur  fref|uently  (‘noiigh  to  warrant  our  attentiori. 

Most  offices  of  any  si/a*  have  clicpies.  'I'he  envehep- 
inent,  or  lac  k  of  (*nv(*lopment,  of  a  tK*w  p<*rson  into  one 
of  the*  clic|uc*s  and  the  particular  clic|iK*  involv«*d— will 
hiivc*  a  clc*finitc*  c*ffc*ct  on  that  person  VVe  find  this  same* 
thing  hap|M‘ning  in  scluKil,  although  probably  to  a  lesser 
chgice,  and  in  the*  bi*tt(*r  scIicmiIs,  the  new  student 
usu.illy  gets  some  help  in  making  congenial  ccmtacts 
What  must  the  Ix'ginner  clo  when  the  pr-rson  adting 
next  tc)  him  strings  emt  a  long.  |M*rson.d  narrative?  And 
how  much  of  his  own  busiiK*ss  should  he  dismsa?  He 
doc  not  want  to  ap|)4*ar  unfric*ndly  or  tight'lip|M*d.  At 
'  the  >amc*  time*,  he*  dcM*s  not  want  to  waste  the*  employer’s 
time  nor  Im*  too  free*  W'ith  the  facts  alxaif  his  ciwn  private 
hie  ,^nd  how  is  the  tK*wccMner  to  rc*act  to  first  one  and 
then  .inoth«*r  who  t(*lls  him  what  is  “wrong”  with  the 
offic  or  with  a  particular  (*rnployc*e?  He  wants  tej  Im* 
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Ol'KIC;!"'.  (iOSSIH  ik  a  Ink  prohli-in  for  tin* 
iM'WiiMiM-r.  Il(»w  slioiilil  sIm;  react? 


(riciidly,  liiil  hr  must  slay  within  Ixmiids.  Kach  office 
has  its  own  staiularris  that  iimsi  Im*  quickly  learned.  I 
still  rcinciniH'r  iny  dilemma,  as  a  very  youn){  employee, 
when  the  Kiri  next  to  me  offered  me  u  stick  of  chewiiiK 
Kum  after  lunch— me,  direct  lr«nn  the  {xrrtals  «>f  Chris' 
IliKh  ScImm)I! 

And  there  is  also  the  reaction  l<»  fellow  workers’ 
atlitiides  and  ethics,  es|n*cially  when  they  differ  fr<wn 
those  that  have  la'en  <levelo|M‘d  in  the  im*w  employee. 
If  tin*  student  has  lN>en  proud  of  KettiiiK  a  )<»!>  with  such 
a  fine  oiKani/ation,  workiiiK  for  such  outstandiiiK  pt'ople, 
how  is  he  •«»  h‘<'l  when  he  finds  that  the  employer's 

of  loiiK  slandiiiK  do  not  share  this  fer’IiiiK?  And  if  he 
has  lM*en  inspirerl  to  pul  forth  his  In-sI  efforts,  is  he 
KoiiiK  to  K<‘t  the  reputation,  amoiiK  thosr*  who  Ket  hy 
in  any  old  xlipsIxMl  manner,  of  la-inK  an  eager  In'aver? 

Again,  I  think  that  the  hiisiness  teacher  should  make 
his  stiuh'iils  aware  of  ihesr-  situations,  which  they  are 
so  likely  to  enciHinler,  and  do  what  he  can  to  prejiare 
them.  ( last’s  not  forgi't  that  llwre  will  also  Ik*  friemlly 
contacts  and  pleasant  situations  arising  as  students  go 
into  the  hiisiness  world.  Sometimes  we  discover  that 
isiiinseling  can  Im-  helpful  in  making  the  most  of  the  giMai 
as  well  as  making  the  least  of  the  had.) 

••coming  Acquoinfod  with  th«  Job  Itsolf 

I’rohahly  the  biggest  adjustment  of  all  is  the  jolj  itsr'If 
NN’heii  a  stenographer  giM*s  out  on  a  joh,  is  she  going  to 
have  .'S  niinute  taki's  or  3-hour  sr-ssions?  For  that  matter, 
is  she  going  to  Im'-tr  luiy  didatioii  at  all?  And  is  she 
going  to  know  how  to  do  all  the  other  things  that  sIh* 
may  Im-  calleil  on  to  do-or  ssherr-  to  turn  to  g«*t  the 

Id 


answers?  What  kind  of  ctipy  will  the  typists  fx*  givi'ii 
to  read?  If  it  is  in  longhand,  will  it  lx*  legible?  And  what 
are  the  Ixxrkkt'f'ping  students  going  to  lx?  expec-ted  to 
do?  Will  they  find  all  the  theory  that  you  said  was  so 
important  gone  out  the  window  and  only  haphazard 
records  kept  instr-ad?  Will  tfie  pervni  in  charge  of  the 
Ixxrks  have  studied  a  gr»“en  textlxxik  instead  of  the  blue 
oiH'?  Or  will  the  job  lx*  such  a  small  part  of  such  a  big 
op4*ration  that  the  Ix'ginner  will  not  lx*  abh;  to  see  the 
whole  picture? 

Obviously,  the  schrxil  can’t  tr'ach  eteri/t/iing— and  a 
gixxl  teacher  (hx'sn’f  exjiect  to.  Instead,  he  must  try 
to  make  the  students  si'lf-reliattt.  Do  they  know  when  to 
ask  qiu'stions  and  when  to  go  ahead  on  their  own  as 
Ix'st  thev  can?  Trx)  often,  w'hr*n  th«'y  .start  a  jol),  our 
students  think  that  jx-rhaps  they  should  know  the  an¬ 
swers  and  so  are  hesitant  uixmt  asking  questions.  Tliis 
is  undoubtedly  a  carry-over  from  scimol,  where  tlie 
tr-acher  presumably  never  asks  a  rjuestion  unh'ss  tlie 
(lass  is  siipposi'd  to  know  the  answer,  and  it  is  assumed 
that  those  who  do  not  know  have  faih'd  to  do  the 

assigned  task.  Therefore,  they  must  hedge,  hide,  or  sneak 
a  hxik  at  a  neighlxrr’s  pa|M-r— anything  to  k(‘ep  the 
leacluT  from  finding  out  that  they  do  not  know.  We 
teachers  must  make  tlx'm  realize  that,  in  an  office,  there 
is  no  stigma  attached  to  not  knowing.  Kven  <|U(‘Stions 
that  turn  out  to  lx-  fixdish  are  usually  received 

sympathetically. 

f  Ix'lieve  that,  in  the  case  of  Ixiokkeeping  students 
particularly,  and  others  to  some  ext(‘nt,  it  is  a  go«Kl 
idea  to  encourage  th<*m  to  k(*ep  in  contact  with  us  for  a 
year  or  two.  We  should  lx*  available  so  that  they  can 
come  back  to  us  with  some  of  their  (|U(‘Stions  and  prob¬ 
lems.  This  would,  of  cours<',  apply  mostly  to  those  who 
had  their  terminal  training  uiuh'r  us.  The  teacher  may 
know  absolutely  nothing  alxxit  the  work  a  former 
studi'nt  is  doing;  but  he  can  talk  to  him  in  their  old, 
familiar  language  and  work  hims«‘lf  through  the  maze. 
I’ve  found  that  it  (hx'sn’t  even  discourage  the  Ix-ginncr 
when  the  t('acher  says  |X)int-blank  that  he  (hx-sn’t  know 
tin*  answer  to  a  particular  probh'in.  Hut,  as  a  ruh*,  tlu* 
teacher  is  able  to  make  a  few  suggestions. 

Within  th«  OfRc*  Walls 

Finally,  there  is  the  effect  on  the  student  of  the* 
physical  setup  of  an  offict*.  Most  office-practice  class- 
r(M)ms  are  set  up  along  rather  simple,  unclutten'd  lines 
even  when  they  have  the  Ix'st  of  e(|uipment.  That  mav 
lx*  one  of  the  factors  that  make  these  classrooms  un¬ 
realistic.  Hither  there  is  very  little  e(|uipment,  or  what 
there  is  has  Ix'en  provided  after  a  sterile  study  of  what 
shtmltl  Ix'  in  an  office-practice  classr(x>m. 

'Hie  office  is  not  going  to  lx*  like  this.  It  may  lx* 
simple  or  it  may  Ix'  ultra-nwxlern.  It  may  lx-  neat  and 
tidy,  or  it  may  lx*  cluttered  to  the  point  of  inefficiency. 
The  applicant  gets  a  (|uick  picture  of  the  office  Ix'fore 
he  taki'S  the  job.  If  it  is  not  to  his  liking,  lie  should 
know  how  to  make  an  ('valuation.  Some  things  he  may 
Ix'  able  to  change  gradually  to  ('Vi'rylxxly’s  satisfaction, 
other  things  he  may  have  to  accept.  If  he  can’t  take  this 
|X)int  of  vic'w,  he  shouldn’t  take  the  job. 

When  )une.  rolls  around,  we  send  our  students  out 
with  our  bic'ssings-and  sometimc's.  I’m  afraid,  that’s  aixmt 
all.  If  we  give  them  more  facts,  perhaps  our  blc'ssings 
will  Ix'conie  more  effective. 
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I  Went 

to  a  Meeting 
Last  Night... 

.  .  .  nml  I  thoHuht  the  sitlfs/uuvs 
were  hetter  than  the  main  art 

YESTEHOAY  EVENINC;,  I  M  a  R  J  O  R  l  E  F  l  S  H  No  wH)iu  r  had  I  «  Iiiyw  lf  and 

iny  dinner  in  order  to  gel  to  u  Beaverhead  County  High  Sdnjol  '  |)r«*paretl  to  asMiine  an  interest  in  the 

meeting  at  seven  sharp— tlie  card  that  Dillon,  Montana  lecture  when  1  heard  a  nit-a-tut  (ot 

I  had  received  had  been  most  empha-  on  the  HiMir.  Not  that  1  was  sor¬ 
tie  alxMit  the  time.  I  n(‘edirt  have  nifty  bail-point  pens,  and  his  thninb  prised- 1  cotdd  have  told  that  Iad> 

hurried.  When  I  arrived,  there  were  was  busy  IlickiiiK  the  catch  back  and  in  the  red  dress  what  would  hapiwn 

halt  a  dozen  |H*<iple  present,  incIndiiiK  forth.  I'm  convinced  that  the  ball-  if  she  rlidn’t  stop  finKeriiiK  her  |N  arls. 

the  s|M*aker.  'I'rt  avoid  feeling  cut  off  point  p<*n  was  invented  partly  lor  the  Her  face  matehed  her  drr-ss  lor  a  lew 

from  the  rest  of  humanity,  1  sat  in  the  amn.s<>ment  of  its  owners  at  in<‘etinKs.  sertmds,  hot  she  stnui  re((ained  her 

third  row,  next  to  a  lady  with  a  ^rtHMi  Not  to  Im;  outdone  by  the  antics  eom|>osnre  an<l  Kracionsly  thanketl  all 

hat.  In  alKMit  fifteen  minutes,  there  in  our  section,  the  people  across  the  of  ns  who  had  scurried  around  on  the 

were  enough  |M*ople  pn*sent  to  war-  aisle  iN'^an  their  part  of  the  enter-  Iknir  retrieving  thnsr-  pearls, 

rant  starting;  the  meeting.  taininent.  I  probaldy  newer  would  Just  as  I  was  alront  to  make  an- 

The  siM-aker  was  iK'ither  forceful  have  noti<*ed  It  if  I  hadn’t  <lete<-ted  other  effort  to  font*  my  attention 

nor  exciting,  and  it  tiMik  all  my  will  a  loud,  nit'tallic,  ratlu-r  musical  .sound,  back  to  the*  s|>«’aker,  I  Ix'eame  in- 

|>ower  to  maintain  any  inti*r<‘st  in  the  which  I  traced  to  a  distiiinoisherl-  ti‘reste*d  in  a  couph*  iM'hind  me  who 

subject.  I  was  doiiiK  pretty  well,  hN>kin){  man  in  a  brown  twe-ed  suit.  w<Te  talkin({  in  whisiwis.  I  inte-nse-ly 

though,  until  my  neighbor  in  the*  He  w'as  happily  jitiKlin^  i-oins  in  his  elislike  |M  oph- who  whisjX'r  so  low  that 

Kre’en  hat  t»K)k  out  an  emery  Ixiard  penket,  completely  unaware  <»f  the  yon  are  force-d  to  stop  breathiiiK  in 

and  iM'Kan  filin({  her  nails,  iKiioriiiK  c'ritical  l<H»ks  of  p<‘ople  around  him.  oreler  tf)  catch  an  (H'casional  worel  of 

the  IcNiks  of  distaste  cast  he-r  way  by  du  ir  ceinversation.  I  probably  wonhl 

two  laelies  sittiiiK  on  the  other  sirle  of  Working  Oot  a  Comody  Act  jmve  had  In-tter  hit  k  if  the  man  in 

her.  I  was  fascinat(‘d,  and  I  would  .Vly  int<*rest  in  the  (oin  con<-ert  •  the  Kray  suit  harln’t  taken  out  some 

probably  have  continued  watchiiiK  was  interrupted  by  the  sotiml  of  some-  ami  Ix'^an  crackin^^  it  in  my 

her  if  the  fellow  in  tin*  )i?ray  suit  on  one  stealing  into  tlu*  back  «»f  tin*  room  <*ar.  'Ifiis  (h-ntal  exerciM*  woidd  have 

the  other  side  of  me  hadn’t  started  throiiKh  the  side  d«x»r.  I  ran  no  more  anmryeil  me  a  ^reut  rieal  If  a  Im"* 

(liNidlinK  on  his  program.  I  coulrln’t  resi-st  taking  a  look  at  latecrnners  to  harin’t  z<NNnt*<l  in  my  rlirr'r'tion,  for  it 

deckle  wh<‘ther  he  was  preparing  a  nir*etinjis  than  I  cun  torn  down  a  t«M>k  all  my  powers  of  content  rat  ion 

cartiMm  for  a  newspaper  or  drawing  piece  of  chrK-olate  layer  rake  for  ties  f«r  keep  an  eye  on  it.  (I  am  rme  of 

a  likeness  of  the  speaker.  sert.  I  was  forced  to  drop  rny  pro-  tlursi*  nnfortimate  |M-opie  whom  liees 

My  interest  in  the  d(MKller  was  Kram  and  turn  around  auain.  As  I  seem  to  like.  I  have  Ixen  known  to 

slant  lived.  iM'cau.sc^  I  was  rhstracted  tlid  so,  my  purse;  rolled  off  my  lap  l>e  stiinjt  by  liees  three  times  in  oiw 

bv  a  rhythmic  snapping  sound  di-  with  a  loud  thump.  I'his  causerl  si'V-  <h>y.) 

rectly  iM-hind  me.  For  a  full  twenty  eral  jx'ople  in  the  row  in  fn»nt  <»f  I  Irecaine  so  interesterl  in  the  liee’s 

setsmrls,  I  tried  to  Kness  what  the  me  to  turn  aroimtl  to  see  what  w.as  Hinht  that  I  didn’t  nirtice  the  s|>eaker 

noisr*  was;  then  my  enriositv  Kot  the  KoiiiK  on.  When  rnv  csi.it  slii)|x*fl  down  leave  the  platform,  but  I  was  joltral 

Ix'tter  of  me,  and  I  casually  rirop|)«*<l  in  mv  chair  and  I  had  to  fio  throu((h  ‘»nt  of  my  trance  bv  IoimI  a|>plaus<*. 

my  program  under  mv  5<*at  in  order  ridietdous  contortions  in  order  to  k*'*  Imagine  that-fhe  meeting  was  over 

to  take  a  hnik.  I  should  have  known  it  back  up,  I  Ix-Kan  »o  wondr*r  if  airr'arly! 

—the  gentleman  had  one  of  thos<‘  my  enrumity  was  worth  atisfying.  I  don  t  mind  inec>tin((s  at  all. 
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Whether  it’s  teacher,  student, 
or  office  manager  .  .  . 


A 

WORK-EXPERIENCE 

PROGRAM 

BENEFITS 

EVERYONE 


TIMPI  is  the  critical  factor  for 
business  today.  One  manufactur¬ 
ing  urncern  Iras  stressed  tliat  “time  is 
thf'  raw  material  from  which  offices 
make  their  produc-t."  Well-trairred 
manpower,  therefore,  has  been  called 
the  key  to  a  coihpany’s  success,  for 
speed  and  profit  depend  largely  on 
the  economical  use  of  time. 

But  how'  is  tire  average  worker 
trained  to  meet  such  high  standards 
of  efificiency!'  Many  tiirres,  bc-ginners, 
who  have  not  had  an  opportunity  to 
apply  their  skills  in  “live”  office  sit¬ 
uations,  find  it  difficult  to  make  an 
adjustment  to  the  business  world. 
TTiese  young  people  without  work  ex¬ 
perience,  who  have  had  parental  and 
pedagogical  direciion,  understanding, 
and  protection,  suddeidy  find  them¬ 
selves  thrust  into  a  state  of  frustration 
bcx-ausc;  they  are  required  to  organi/e 
intricate  routine's  into  direct  and  ecu- 
rtomical  procedures.  Thc'  value  of  an 
office  worker  is  determined  by  how 
much  of  this  he  can  accumplish,  by 
desirable  personal  traits,  and  by  his 
ability  to  follow  dirc'ctions.  (“Schcxrl 
for  .Manners,”  BEW,  February,  1956, 
substantiatc'S  the  basinessmen's  reac¬ 
tion  to  the  "experienced”  school  pro- 
grain.) 

Practice  Makes  You-Know-What 

It  is  as  important  for  advancc'd 
busine.ss  students  to  have  on-the-job 
training  as  it  is  for  teachers  to  have 
"real”  students  for  student  teaching. 
Some  of  the  weaknesses  in  the  biisi- 
nc'ssH'ducation  field  can  Ire  attributed 
to  teachc'rs  who  teach  business  siib- 
,'ects  in  which  thc*y  have  had  no 
“practice”  teaching.  It's  the  same  with 
husinc'ss.  For  instance,  from  execu¬ 
tives  we  hear  thc  ctnistant  plea  for 
lictter  typists  who  can  meet  office 
standards  of  pnMifreading,  S|>elling 
and  punctuation.  Is  this  not  where  on- 
the-job  training  can  bridge  the  span 
iM'twt'en  students  e<{uippe<l  with  skills 
and  the  efficient  offitx'  worker':*  Wlwn 
you  stop  to  think  of  it,  it  is  impossible 
for  the  working  atm(.«phere  of  a  busi¬ 
ness  office  t«)  lx*  recreatj'd  in  the 
classnxrm.  In  tlx?  mind  of  each  student 
rings  the  idea,  "But  this  is  sch«x)l.” 

Bt'fore  my  students  Ix'gin  on-the- 
job  training,  they  are  bric'fed  on  inter¬ 
views.  We  prai-tice  them  for  three 
days  in  class.  On  the  first  day,  one 
student  serves  as  rtH-eptionlst,  another 
as  iM'rsonnel  manager,  and  a  third  as 
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the  applic-unt.  Tlu*  appik-uiit  enters 
the  room,  paiiM'S  to  ^et  his  lK‘ariiiK< 
and  tlien  ({jves  the  retpiired  inforina* 
fion  to  the  reee|>tionist.  She,  in 
turn,  relates  the  ntx-essary  details  to 
the  piTsonnel  manager,  who  inter¬ 
views  the  applicant.  Then  tlx*  appli¬ 
cant  Ix-comes  the  personnel  manager, 
the  personnel  niana((er  lH*comes  the 
receptionist,  and  the  rec«*ptionist  Ix;- 
c-oines  the  applicant.  This  rotation 
nintinues  until  tin*  entire  Kr'>»p  has 
Imm'ii  pnKX'ssed. 

On  the  sei-ond  day,  a  husinessinan 
from  town  visits  onr  class  and  serves 
as  personnel  inanaK<‘r.  The  third-day 
interview  is  t'ondiict«*d  by  a  woman 
executive.  During  thesi*  last  two  prac¬ 
tice  days,  each  student  is  dressed  as 
if  he  were  having  a  formal  interview. 
Tin?  girl  applicants  wear  tailored 
dress<*s  or  suits,  hats,  gloves;  the  l)ovs 
wear  coats  and  ties.  The  students  are 
usually  able  to  talk  with  more  ease 
.ind  display  more  poisr*  after  these 
interview  exp«*riences.  TeU-phone 
training  is  also  stressed  at  this  time. 


During  his  work-t'xperieiut*  train¬ 
ing.  the  student  should  Im*  made  to 
reali/.c  how  well  he  is  adapting  liim- 
self  to  office  work  I  luxe  desiv'd 
a  self-evaluation  rating  sh«*et  (see  Ih-- 
low)  that  I  pass  (Hit  to  students  to 
fill  in.  This  rating  shcH‘t  asks  each  stu¬ 
dent  to  evaluate  his  own  work.  His 
job  su|H*rvisor  will  fill  out  a  similar 
rating  sheet  at  the  end  of  his  on-the- 
job  training,  but  Indore*  that  I  like 
to  make  eaeh  student  conscious  of 
his  value  to  his  einploser.  I'he  chart 
is  iiitendiHl  to  lie  a  guide  in  helping 
him  to  i-orrect  his  defiiiencies  and 
achieve  a  su|M-rior  rating  when  the 
hnal  evaluation  is  made  by  his  su|M*r- 
visor. 

Using  The  Rating  Sheet 

'Hie  stud(*nt  judges  the*  (piality  of 
his  work  on  the  levels  of  accuracy, 
neatness,  s|M‘lling,  and  punctuation. 
He  is  ask(>d  to  rate  his  own  adaptabil¬ 
ity,  dependability,  initiative,  etc,  A  list 
of  irritating  traits  is  given,  and  Im*  is 
^sked  to  check  those  of  which  he  is 


guilts.  Finally,  there  is  a  list  of  the 
{Hissible  duties  one  might  come  across 
III  oHUt*  routine.  The  list  shows  what 
is  e\p4‘ct(*d  of  till’  stiah'iit  and  ch.il- 
leng(*s  him  to  ait'oinphsh  as  many  of 
them  as  he  can.  In  this  way,  he  Ih*- 
comes  conscious  of  his  own  strengths 
and  weaknesses;  he  gains  ('onfident'e 
in  his  ability  to  perform  offiiv  work. 
Needless  to  say,  his  improvitl  effi¬ 
ciency  also  pli*ases  the  employer  who 
is  taking  part  in  this  woik-exiM'rienct* 
progiam.  Inde<*d,  my  experieni'i*  has 
shown  laitli  students  and  job  sujier- 
visors  to  Im*  highly  enthusiastic  aliout 
the*  results  achie\(*d  by  this  self-evalu¬ 
ation  rating  she(*t. 

.Aft(*r  conducting  an  on-the-job 
training  program  for  ten  years,  I  in- 
dorsi*  this  s(*ll-analvsis  slu'ct.  It  is  an 
important  p.irt  of  the  work-ex|M*ricnce 
program  that  all  busin(*ss  t(*ach(*rs 
should  provide  for  their  students. 
rhi*re  may  Im*  no  substitute  for  ex- 
peii(*nce,  but  half  thi*  battle  is  learn¬ 
ing  how  to  fit  into  offict*  routine  and 
how  to  utilize  tiiiii*  efficiently. 


SELF-EVALUATING  RATING  SHEET****** 


Character  Analysis 


ABILITY 

Cra-ps 

K'er*d< 

Normal 

Slow 

C<  n‘.tan» 

TO  FOLLOW 

instrix"  fKxi 

little 

ability 

to  learn 

Ifi.tfU  tl'tf 

DIRECTIONS 

first  time 

instruction 

ADAPTABILITY 

Very 

Handles 

Assumes 

Prefers 

Does  not 

valuable 

•a^/eral 

other 

one  job 

change  )oi)S 

|obs  well 

work  well 

f.i'.ily 

INITIATIVE 

Frequently 

Occasionally 

Shows 

Little 

No  interest 

develops 

develops 

interest 

interest 

M  work  ,  no 

ne*.v  ideas 

new  irieas 

in  work 

in  work 

initiative 

DEPENDABILITY  Extremely 

Very 

Usually 

Easily 

Ganrsof  be 

dependable 

depenriable 

dependaiile 

disfra"  ted 

riepeoded 

ui/yi 

CO  OPERATION 

Highly 

Very 

Does  what 

Lacks 

not 

co-operative 

ro-operafive 

is  expected 
of  him 

interest 

PERSONAL 

Outstanding 

Usually 

Ordinary 

Negligent 

Poor 

IMPRESSION 

impression 

well  grcxxned 

'.fanriards 

in  persona 

geni-ral 

from  grooming 

of  grooming 

habits 

impression 

HEALTH 

Rcliust . 

Oxxj  health 

Average 

Tires 

Is  »)f  . 

tireless  and 

effort 

easily 

little 

e''ierget< 

Sustained 

’  tao  >na 

Work  Evaluation 

ACCURACY 

Excellent 

r'/JfXl 

Satisfactory 

Fair 

NEATNESS 

Ex(  ellent 

f  xxid 

Satisfar  tr>fy 

Fair 

<  ’.I'i'les*, 

SPELLING 

Excellent 

fexxi 

Salisfa'  tory 

Fair 

<  areless 

PUNCTUATION 

Exc  ellent 

Good 

Satisfactory 

Fair 

■'  .Iff-’CSS 

irritating  Traits 


□  Lar>  of  inlerest  tn  worli 

□  Tall'S  f(»  murh 

Q  Imprrjper  offve  aMire 

□  Disorcjerly  in  worl  and  appearan>  e 

□  Lack  of  courtesy 
Q  Cfiewmg  gum 

□  Gossiping 

□  Ifxjuisitivene*.'. 


Q  Personal  '^alK  in  offve  fr- 
n  Tardines*.  and  afAenieei'z 

□  Aerr^arve 

Q  Unwiliingnew  to  do  extra 

□  Too  nr, any  outside  mtere*;' 
Q  Carelessness 

□  I*  k  of  initiative 

Q  Disloyalty  to  employer 


Office  Duties 

Pc'cur-  >  allef.  male  apjininlmenls 

fake  ,ind  tranvofM*  letters, 
anrj  rwitices 

(  'XF(jose  and  tyjie  letters  wilti 
iir  witfirxi'  iietriji  ticxis  as 
U,  '  (xitent 

Tyi>e  letters  and  cards 

U  *'  filing  systems 

f'lien,  'Zlft,  and  distfiDite 
mail 

Po-t>.ire  material  ff>r  filing 

C  .'i{>V  (nv  rmjgli  dtjff  Of 
'  oner  led  r  iJ(>y  on  lyliewoler 

lj‘.e  I’  'ow  ijp  fi'i-s 

Pmii.ire  information  for 
tuiMfii-.s  rrieefiiigs 

U*.e  arldmg  machine 

jt-t  and  type  tabilatirins 

Prepare  rrailmg  lists 

U'4f  telejjhfifie 
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In  Shorthand,  ■qDDqQBiEISI 


WHAT  HAITKNS  Infor**  a  *tu- 
(U'lit  U*arm?  That's  rluht— he 
iriiiNl  u^attt  to  learii!  AssiiinitiK  that 
you  aKrec  wit(i  irw*,  let’s  fi,o  on  to  the 
cnicial  <|oi‘Htion:  Ihm'  can  wc  ^ct  liiin 
to  learn? 

A<l<‘<|uute  motivation  is,  of  coiirM*, 
the  MXTet.  It  is  the  teacher’s  most 
imjMtrtiuit  task.  No  matter  how  well 
she  knows  her  subject  matter,  how 
many  years  of  teaching  ex|)erience 
she  has  had,  or  how  many  college 
<legrees  she  holds,  if  her  |)ower  of 
motivating  students  is  nil,  her  teach¬ 
ing  is  usually  ineffective. 

In  my  own  shorthand  class,  it 
lascinatt's  me  to  watch  girls  (an<l  I 
wish  I  ha<l  some  l)oys  in  the  class) 
hecoiiM*  enthusiastk-  and  excited  alMnit 
daily  improvement  and  achievement. 
Some  of  tlie  class  pnKedures  and 
class  activities  tliat  I  use  to  stimulate 
tliem  can  In*  formulated  like  tliis: 

FIRST  AM)  AI.WAYS,  BK  KN- 
Tlll)SIASTI(^  Knjoy  the  class  p(‘ri<Kl 
and  don’t  try  to  ki‘(‘p  your  enjoyment 
a  MNTct.  Smile  and  give  a  <'heery 
gri*4*ting  us  you  enter  tlie  classrcKim 
hut  don’t  lose  a  minute  in  getting 
tlie  woik  of  the  lesson  under  way. 
Teacli  4.'5  minutes  of  every  4.'5-minute 
IN’ruMl.  Sucli  (‘(Nisi'rvation  of  time 
alerts  the  students  to  the  reuli/ution 
that  the  class  is  an  im|M>rtant  one. 
You'll  find  that  industry,  promptness, 
cheerfulness,  and  eagerness  on  your 
part  are  isintagious.  .Students  love  an 
“alivi*"  teacher. 

SKT  C;OAI,S  KARI.Y.  The  first 
w'lvk  of  scImmiI,  ev’ery  menilM*r  of  the 
sliorthand  class  sfioiild  In*  inspired  to 
S4*t  a  goal  for  lierself.  F.xplain  the 
uv<*rage  s|M*ed  attaimiM'iit,  the  su|N‘r- 
ior  attuinmrmt.  and  tlie  minimum  for 
passing  at  the  end  of  tlie  term.  It's 
natural  for  all  of  us  to  fie  more  alert 
wIm'II  we  liave  a  star  at  wliicli  to  slicNit 
or  a  plane  tliat  we  must  catch.  Often, 


tfie  teaclier  shoiild-as  part  of  tier 
"tiappy  weekend”  comnu*nt  on  Fri- 
(Liys-ask  siicli  thoiiglit-provoking 
(piestions  as:  "Are  you  satisfied  with 
what  you’ve  accomplislierl  tfii*  week?” 
"Have  you  iticreasr'd  your  writing 
aliility  tliis  week?”  “Have  you  set  a 
goal  for  tlie  amount  of  improvement 
you  want  to  make  next  week?”  “I>id 
you  read  more  fluently  from  short- 
liand  plates  tliis  W(‘(*k  than  last?” 

CHART  TIIK  PR<K;RKSS  OF 
THK  CLASS,  The  progress  of  your 
outstanding  students  should  he  piih- 
lici/ed  in  the  IfK-al  news|ia|H‘r  as  well 
as  in  th<‘  scIkniI  pa|N‘r.  S<‘e  that  the 
first  girl  in  the  cla-ss  to  win  her  60- 
word  Cregg  Certificate  has  her  pic*- 
tiire  in  tlie  pa|N*r,  and  write  a  letter 
of  congratulations  to  her  jiarents. 
(The  C^regg  Awarrls  plan  is  the  most 
cHectivi*  motivating  devici?  one  can 
us«*.) 

CALL  THK  NAME  OF  EVERY 
STUDENT  EVERY  CLASS  PERIOD. 
Cive  each  one  an  opportunity  to  par- 
tici|)ate  orally  in  some  way.  Every 
student  must  feel  wanted;  she  must 
fi*el  that  she  “lielongs.”  If  she  knows 
that  slie  will  In*  recogni/ed  and  called 
on,  she  will  prepait*  her  Unson  every 
day.  Encourage,  praisr*,  and  c*om- 
nieml  at  every  opiNirtiinity.  K»*ep  iimi- 
rale  high.  Never  reprimand  luipre- 
paredness  piihlicly,  hut  don’t  fail  to 
give  it  attention  in  the  privacy  of  the 
offiie  as  soon  as  you  can. 

TAKE  UP  THE  HOMEWORK 
EVERY  DAY.  Why  assign  hoim*work 
and  th<*n  indicate  that  you  don’t  care 
whether  it  is  prepared  or  not?  Of 
course,  hoim'work  is  for  the  students’ 
own  improvement;  hut  t<N)  many  of 
them  will  always  think  that  they  are 
doing  it  for  the  teacher— thwefore, 
if  it  isn’t  taken  up,  many  of  them 
will  stop  doing  it.  Don’t  grade  it;  hut 


let  tlie  students  know  that  their  do¬ 
ing  it  will  improve  their  records. 

INTRODUCE  THEM  TO  “TO¬ 
DAY’S  SPX.RETARY.”  Nothing  in 
spirt's  potential  stenographers  more 
than  the  reading  of  their  professional 
muga/.iiie.  TocUtt/s  Secretary  carries 
fascinating  stories  written  in  short¬ 
hand,  interesting  and  informative  ar¬ 
ticles  on  office  pnK.'ediires,  and  many 
helps  on  {H*rsonal  ap|)earanc(‘.  If  you 
don’t  hap|M*n  to  use  the  maga/ine 
during  the  first  semester,  take  advan¬ 
tage  of  its  second -semester  offer. 

KEEP  VARIOUS  HONOR  ROLLS 
POSTED.  Try  a  variety  of  honor 
rolls- hut  In*  sure  that  tlie  name  of 
every  student  is  on  at  least  one  of 
lliem.  You  might  iisi*  thesr*  different 
tyiN's,  on«*  at  a  time: 

•  For  well-written  characters 

•  For  s|M‘ed  in  taking  dictation 

•  For  reading  aliility 

•  For  shortliand  s|N‘lling 

•  For  longhand  s|M‘lling 

•  For  nwist  improvement  shown 
recently 

•  For  lN*st  writ».i„  jxisture 

N<*ver  use  tlie  same  honor  roll  for 

any  great  hnigth  of  time;  it  will  lose 
its  fascination,  and  interest  will  drop. 
Change  to  another  whih*  interest  is 
still  high. 

USE  MONOTONY  -  BREAKERS 
FREQl'ENTLY.  Do  not.  of  csiursi*, 
s|N‘nd  a  lot  of  the  class  periiKl  on 
time-consuming  games.  However,  if 
you  limit  yourself  to  those  that  take 
only  a  minute  or  two  and  that  al¬ 
ways  have  .some  learning  value,  you’ll 
find  two  or  three  of  them  each  w<*ek 
are  exc'ellent  “interar-tors”  for  the 
class.  For  instance: 

•  Have  one  student  represrnit  the 
"Redhird”  side  of  the  class  and  an¬ 
other  the  "Bluebird.”  Cive  each  stu¬ 
dent  words  to  lie  sim‘II(‘<1  in  shorthand 
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Does  the  Trick 


If  ithout  hifih  morale,  sliulenls  wont  tf^’t  the 
to  achieve  it.  All  of  them  are  practical,  ami 


ETHEL  HART,  Soi.thcrn  State  Cui!i>;e.  Ma^'vita  A  i 

I 

maximum  from  the  course.  Here  are  12  ways 
none  retfuire  the  use  of  elalutrate  ''ffimmichs'' 


for  Dtit-  initiiitc.  (If  you  wish,  give 
a  •itnall  priw  to  th«*  one  who  sfylls 
th<*  inmt  words  correctly.)  Tell  tfic 
<*ntire  class  tfiat  they  are  to  s|K‘1I  the 
words  silently  as  the  “sjicller”  is  do¬ 
ing  so  orally, 

•  L<*t  a  rcprcs<-ntutive  from  each 
side  of  the  chess  go  to  the  Iroard  and 
take  dic'tation  for  one  minnte.  Decide 
on  the  winner  after  discussing  correct 
notes  and  comprehensivt'iiess  of  tlie 
take. 

•  At  Thanksgiving,  (Christinas,  or 
another  siM'cial  season,  let  the  students 
make  np  as  many  words  as  they  can 
from  the  naim*  of  the  holiday  and 
write  them  in  shorthand.  He|)ort  the 
winner  and  pri'sent  a  small  prize. 

•  Play  Shorthand  Hingo,  using 
duplicated  forms.  Students  love  it. 
(Yon  might  try  this  just  once  a  year, 
preferably  at  a  time  when  sr-veral  of 
the  students  are  away  for  some  schiMil 
activity  and  the  others  are  di.ssatis- 
fied  al>ont  liaving  to  atteml  classr^s.) 

•  Us«*  shorthand  flash  cards- not 
only  those  strk-tly  in  shorthaml,  hnt 
also  the  kind  that  feature  c'olorfni  pic- 
tnr(*s  mounted  on  gaily  tinted  hack- 
gronnds. 

•  Allow  stnd(‘nts  two  minntes  to 
write  in  shorthand  a  summary  of  a 
story  in  the  reading  assignment  for 
that  day.  (Don’t  use  this  one  until 
th<*y  have  Iwcoine  ahle  to  write  origi¬ 
nal  charaders  with  some  degrt-e  of 
proficien<*y.) 

•  'Pie  day  iM-lore  (Christmas  holi¬ 
days  Ix-gin,  clme  the  chnisnMHn  diNirs 
and  let  students  sing  a  carol  softly 
(in  coiK-fTt)  and  write  it  in  sliorthand 
at  the  same  time. 

•  11  the  class  is  small- 1 2  irfn 
ilents  or  less— fiave  each  student  write 
in  shorthaiiil  the  first  line  of  a  fairy 


tale  or  hnmorons  story  at  the  top  of 
a  she<‘t  of  pajM'r,  Then  have  her  pass 
it  to  a  clavsmate,  who  writes  the  next 
line  and  passr's  it  on  until  everyone 
has  contributed  a  line  to  each  story. 
If  this  l(M>ks  as  though  it  would  take 
t(M)  much  time,  let  each  one  write 
on  only  half  the  pa|M-rs-the  stork's 
will  simply  Ik-  shorter.  Usr-  a  minnte 
or  two  for  a  few  volunteers  to  r»*ad 
the  story  that  develo|Md  on  the  sfieet 
on  which  they  ha<l  written  tin-  first 
line.  (Don't  nst*  this  one  during  the 
first  semester  -  it  would  go  I(m>  slowly 
—hnt  w'hy  not  try  it  just  alM)nt  now?) 

LET  ANOTHER  TEACHER  DIC¬ 
TATE.  If  the  students  are  fond  of 
the  coach  or  some  other  male  on  the 
faculty,  ask  him  in  to  dictate  for  a  few 
minntes  alM>nt  twice  a  serm-ster.  Stu¬ 
dents  weU-otiH*  a  change  of  voices  for 
dictation.  Don’t  overlook  the  dicta¬ 
tion  on  (Cregg  records  and  ta|K*s. 
These  aids  are  excellent  for  variety, 
for  make-np  work,  for  extra  practice, 
and  for  that  “different”  <liitatr»r. 

BRINC  IN  (HJESr  SPEAKERS 
TO  DK.TATE.  Near  the  end  of  the 
secoml  M-mestr-r,  iiivili-  a  l<K-al  jK-r- 
sonnel  dirr-ctor  to  he  guest  s|M  aker 
and  have  him  dictate  a  letter  Ix-hire 
he  leaves.  Also,  ask  an  alnrnna  who 
has  done  well  in  the  secretarial  field 
to  sp«-ak  and  dictate.  'Pie  girls  like 
to  s*-*-  what  their  scImmA  has  already 
prfMhiced,  and  it  will  enct»iirage  them 
to  determine  on  a  concertetl  effort 
to  achu-ve  an  ernptov.dde  ability  tfiem- 
selves. 

MAKE  TRANSCRII'I  ION  REAI,. 
When  transcription  is  done  at  the 
tyiK-writr-r,  h-t  tlie  students  prepare 


the  checks  th.it  are  mentioned  as  en¬ 
closures  in  the  letters,  and  h.ive  a  Imix 
of  various  leaflets  and  pamphlets  to 
Ik-  attacheil  as  enclosures  when  thev 
are  referred  to.  During  the  last  six 
weeks,  have  a  carlHin  made  of  every 
h-ttei  and  every  envelo|K-  addressed. 

LSE  riii.lehn-hoard  dis¬ 
plays.  The  hnlletin  li«>ard  is  an  ideal 
way  to  i-nhanct-  the  learning  of  short¬ 
hand.  Yon  can’t  fail  to  generate  en¬ 
thusiasm  in  sliorthand  students  w-hen 
yon  let  them  see  their  r.itings  in  class 
depicteil  in  a  clever  way  that  reveals 
the  s|M-4*d  dictation  ability  of  each 
one.  For  instance,  cut  little  red  wag¬ 
ons  of  construction  pa|K'r  for  all  the 
lowest-siM-ed  girls,  little  bine  cars  for 
the  middle-s|M-ed  stniU-nts,  and  yellow 
airplaiii-s  lor  the  top-flight  girls,  los¬ 
ing  individual  pictures  on  each  of 
fliese  is  very  effective;  if  this  isn’t 
{Missihle,  ns<'  the  girl’s  name  on  each 
one.  Every  girl  wants  to  increasr-  her 
siK-r-d  so  that  sfie  will  get  in  the 
"npjK-r  veliich-"  In-fore  th<-  display  is 
changed  to  something  <*Is4*.  (This  idea 
is  more  applicable  to  the  work  in  the 
latter  part  of  the  second  sr-mr-ster— 
riglit  now.) 

No  bnlletin-lioard  arrangement 
should  stay  np  more  than  two  wr-eks 
—  in  fact,  one  we«‘k  is  nsiially  iN-tter. 

These  are  only  a  few  of  thr-  many, 
manv  things  tfiat  can  In-  done  to  givi- 
stndi  nls  a  giKal  time  whih-  they  are 
working  rliligently  to  learn  shorthand. 
Evi-n  thongfi  a  course  may  entail 
hours  anil  lionrs  of  “digging,"  stiidr-nts 
will  nev«-r  complain-if  it  cun  In-  rriadt- 
fnn 

More  (Niwer  to  th*  teacher  who 
knows  how  to  motivate! 


JUNK,  I95H 
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WE  BUILT  A  MODEL 


DEPARTMENT  STORE 
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I EACUEIK  Luhou: 
(hfifit)  vii'Wf  ttunirl 
store  uith  students  (left 
to  rifihtj  Willutm  Formosa,  Daisy 
Arroyo,  Charles  Caralyus,  Anne  Matzner, 
Arnold  Manzella,  aiul  Hehecea  Katz. 


IN'I'KHKSrKI)  IN  vitaliziti^  your 
Db)  class  ill  retailing?  Here’s  a 
project  that  1  think  has  a  great 
(leal  to  oiler.  It  will  give  your  stu¬ 
dents  an  understanding  of  display, 
store  organi/ation,  layout,  store  plan¬ 
ning,  pricing  of  g(MKls,  basic  cone(*{)ts 
of  color,  line,  and  di'sign,  customer 
ap|)ea],  advertising~in  fact,  every¬ 
thing  that  is  in  the  course  of  study 
of  a  good  retailing  program. 

When  we  started  this  projift,  we 
had  only  a  faint  ho|H‘  that  thest*  goals 
would  Im-  realimi.  However,  as  our 
work  progresst'd,  it  was  amazing  to 
obsiTve  the  satisfaction  and  enthu¬ 
siasm  that  the  students  displayed. 
Kach  individual  devot<‘d  patience  and 
care  to  creating  master])iec<*s  for  his 
share  of  the  proji'ct.  Participation  was 
at  its  jM-ak. 

At  the  iM-ginning,  this  was  only 
one  of  many  ex|)eriments;  but  the 
idea  s<x)n  fired  tin*  imagination  of  the 
students.  Kvi*!!  slow  U'arners,  who 
were  listh'ss  about  the  other  areas  of 
work,  iM'came  interested.  For  in  this 
projift  th<*y  hatl  the  opixirtiinity  to 
work  with  their  hands,  to  mold  their 
ideas  into  reality. 


In  short,  this  is  what  tin*  assign¬ 
ment  consisted  of: 

1.  Obtain  an  empty  shoe  Ikix  and 
remove  one  of  the  hxig  sides. 

2.  Build  a  tiKKlel  of  a  department 
(such  as  w'omen’s  dressi's,  men’s  coats, 
stationery  ,  sports  eipiipment,  etc.)  that 
would  ordinarily  1m:  found  in  a  de- 
partmimt  store. 

3.  Ix't  nothing  limit  your  use  of 
props,  except  your  own  imuginatlun 
and  ingenuity. 

4.  Frnploy  all  the  techuupies  of  dis¬ 
play,  advertising,  and  sign  language 
that  were  taught  during  the  term. 

5.  Finish  your  project  in  a  month. 

Here,  tlwn,  arc  but  a  few  of  the 

many  ideas  that  were  imph'inented  in 
these  three-<limension.d  displays; 

•  Pk-tures  cut  from  magazines 
were  paster!  on  the  Kicks  of  the  sIkm: 
Kixes  to  provide  an  authentic  back¬ 
ground  for  each  display  of  merchan¬ 
dise. 

•  Salespeople  wt  K'liind  the 
counters  were  constructed  from  Ix'ads 
and  wire.  The  iM'ads  were  painted  as 
heads,  bits  of  colori'd  cloth  lM*caine 
hair,  and  the  wire  was  twisted  into 
position  to  form  arms  and  legs. 


•  Furniture,  csiunters,  and  shelves 
(even  cash  registi*rs)  were  eonstnicted 
from  small  matchlMix(*s,  tiMithpuste 
cartons,  or  other  props. 

•  Painted  piec'i's  of  cardlxiard  Im*- 
caiiM'  linoleum. 

•  In  a  S|M>rts  exhibit,  su(*b  s|)oit- 
ing  g(MMls  as  golf  clubs,  rifles,  basket¬ 
balls,  etc.,  were  made  from  tooth¬ 
picks,  clay,  and  buttons. 

•  A  iM'driMim  suite  was  made 
from  .scraps  of  lace  and  bits  of  cloth. 

•  Swatches  of  material  were  cut 
into  the  sha|M'  of  .sweaters,  suits,  tics; 
knitwear  was  sha|H'd  into  sweaters. 

•  'I'iny  pieces  of  furniture  were 
obtained  from  .^-and-ld-cent  stores. 

•  landscaping  was  suggestiMl  by 
toy  iM*ople,  cars,  tre«*s,  and  colored 
l>a|M'r;  stri’et  signs  were  erected  at 
crossroads. 

At  TheiMloru  Hoosevelt  High 
ScIkmiI,  a  great  deal  of  co-operation 
was  offered  us.  Dr.  Walter  Nelson, 
ebainnan  of  the  department,  offered 
invaluable  guidarMt*  and  encourage¬ 
ment.  Mary  f3are  (lallan,  our  princi- 
|)al,  W'as  most  encouraging  and  hel|N‘d 
us  to  arrange  a  display  in  the  library. 

(Ctintinued  on  next  page) 
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Waller  NaiiKhtofi,  iruliiKtrial  artk 
1‘liairtiiaii,  was  very  generous,  allow- 
iiig  »tii(ients  lo  draw  on  his  supplies 
as  well  as  his  know-how.  Sheldon 
CJhesnin,  onr  shop  teacher,  made  the 
fiairu's  upon  which  tla*  store  was 
hiiilt.  A  vr>te  of  thanks  also  goes  to 
onr  head  librarian,  Muriel  l'(*rkal, 
and  her  assistant,  Helen  SirnirMHis.  A 
snecessful  exhibit,  yon  can  see,  de- 
|M-nds  on  many  individuals  in  iiiany 
departments. 

As  the  stmlents  hronght  in  each 
|iroj<‘<‘t,  the  class  discussed  its  g(MKl 
ami  had  iroints.  If  there  were  iin- 
proveiiM’iits  to, lie  made,  they  were 
noted  on  the  hlacklxiard,  and  the 
project  was  retnnu'd  to  the  student 
lor  further  work. 

Here  are  some  comments  that  a 
few  jirojin-ts  prompted: 

—That  deparliiK'iit  looks  tern 
crow<le<l;  it  would  confnsi*  a  ens- 
tomer. 

—  Hoy,  that's  a  c«k)I  joh.  Hey,  hx’, 
how  did  yon  make  thost*  golf  cinhs? 

—  1  think  the  eoffer*  shop  would 
look  more  inviting  if  the  colors  were 
brighter.  It  hxiks  t(Ki  dull  now. 

Ot  a  load  of  that  ja/./y  sIkm* 
store. 

— ’I'lial  n‘c<iid  store  is  rough,  man 

it  liM>ks  ready  lo  start  jumping. 

It  is  extremely  difficult  to  recreate 


the  spirit  and  enthusiasm  of  teenagers, 
iniic'h  less  tfieir  iinupie  talent  for 
coll(Mpiialisms.  Stmiehow,  my  students 
always  s«*enM*<l  t«>  sensr-  what  was 
needed  to  improve  a  projt'ct;  and 
tliey  s<*emed  to  have  that  rare  under¬ 
standing  of  knowing  when  a  project 
was  complete  or  when  a  display  was 
t(N)  ostentatious. 

When  a  jnoject  was  finally  ap¬ 
proved  (with  many  “(xjh’s”  and 
“aah’s”),  it  was  passr-d  on  to  u  six-- 
cial  committee.  It  was  the  res|X)nsi- 
bility  of  this  committr-e  to  mount 
tfiesr-  projects  on  the  wtxxlen  frame 
In  tl»e  pro[x-r  order.  As  the  dt-iiart- 
ment  store  Ix'gan  to  take  shape,  tlx* 
class  was  taken  into  the  library, 
where  the  work  was  progressing; 
comments,  criticisms,  and  suggestions 
were  invited  at  every  step  of  con¬ 
struction. 

When  the  store  was  finally  com- 
ph*t«‘d,  another  c-<nnmittee  was 
electixl  to  do  the  land.scaping  around 
the  store;  it  s«'t  up  street  signs  and 
other  pro|>s  that  were  m-cessary  to 
make  the  entire  proje<-t  realistic.  The 
finished  department  store  was -then 
us4‘d  us  a  f(K'al  |xiint  for  discussions 
alxiiil  many  phases  of  retailing.  I  as¬ 
sure  you,  M*eing  the  conscientious  ef¬ 
forts  of  your  stmh'fits  in  sik-Ii  tangible 
form  is  a  gratifying  .sight. 
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WHAT  IS 

BUSINESS  EDUCATION? 


Dr.  Salgiiod’s  Lecture  to  the  ITeophyte 


RONALD  JOHNSON 

F(yf  Attinson  (IfA^d  H((?,h  Srh(«l 


•  4^ 


\<»'ii:;:  The  author  is  a  t^raduate  stu¬ 
dent  <tf  Lloyd  V.  Ihntfilas  at  loua 
State  Teachers  College.  Iha  Utr  Ihmff- 
his  reports  that  Mr.  }ohnson,  altluninh 
a  hihhI  student,  is  a  bit  “ Ixtr heard”  in 
spellinfi. 


I)i<.  Sam.i'OO:  Soil,  do  yon  int'aii  to 
say  that,  aftrr  four  years  of  eollene 
iraiiiing  and  three  years  of  teai-hiii^ 
<*xiH-rieiiee,  yon  can  ask  me,  "Wliat  is 
hnsiness  edneation?”  and  really  harlnir 
an  addlehrained  notion  that  no  defi¬ 
nite,  objective  answer  is  jKissihh*?  Yon 
still  Indieve  that  the  field  of  hnsiness 
is  so  broad  and  f  n<s»inpassinK.  so  Ih‘- 
clonde<l  with  subjective  ideas  and 
philosopliies  as  to  In*  nndefinable?  Von 
really  iN'Iiiwc  that  the  ^oals.  objec¬ 
tives,  and  principles  of  the  profession 
are  lost  in  an  ctt'rnally  muddy  whirl- 
|KH)1  of  confusion? 

Wluit  w  business  edueationW.  Why, 
laiy— nh,  ahem,  I  mean  .»«n— business 
edneation  is  that  form  of  sp«‘cial  edu¬ 
cation  which  Ix-st  prepares  the  indi¬ 
vidual,  thron((h  work  ex|M‘rience,  for¬ 
mal  classwork,  an<l  pr«‘ferahly  a 
prescrilN'd  mmbination  of  Inith,  for 
that  (Kirticnlar  area  of  onr-or  any 
-etsHKiinic  system  that  the  individual 
has  choM'ii  in  which  to  earn  a  living 
and  CYmtribnte  to  onr  economic  well- 
lM-in){  and  efficiency,  k<‘«‘pjn({  in  mind 
that  our  economic  system— like  others 
la-fore  it— is  csmtinnally  in  a  state 
of  change,  iinderKoiiiK  expansion,  de¬ 
pression,  rf-tession,  inflation,  and  any 
other  characteristics  that  cc-onomic 


systems  have  lH*<‘n  known  to  exhibit 
siiKs*  time  immemorial,  and  that  the 
individual  must  Im-  siiHiciently  en¬ 
dowed  with  native  intelliKent«,  health, 
tiainiiiK,  and  resonreei illness  to  un¬ 
derstand  an<l  adjust  to  this  ({iant  that 
has  Iw-en  created  as  an  indirer-t  prinl- 
net  of  man’s  K^iwth  and  progress. 


(.\t  this  point,  Dr.  Salnuinl  etnnes 
up  for  air.  While  the  Seirphyte  at¬ 
tempts  to  decipher  uluit  has  been 
said.  Dr.  Salnuod,  understandably  out 
of  breath  after  such  a  "u  ind jammer,” 
but  excited  over  the  prospect  of  a 
disciessum  of  his  favorite  topic, 
eauerly  prompts  his  nervous  vi/v/ern  to 
“kick  in”  a  load  of  atiremdin.  Hefine 
our  poor  Seophyte  t  an  net  in  three 
indistinct  uords,  the  Doiior  unlooses 
a  fresh  salvo.) 


Dll.  Sai.i.I'oii;  Hoy  —  ahem,  (  mean 
stm  (lid  yon  (-ver  hear  of  a  six-Kiin 
.shiMitcr  who  didn't  understand  all  the 
iiitiicaei(‘s  of  his  firin’  pieis*?  Or  do 
yon  suppose  a  stiM-k-car  driv(*r  really 
exists  who  diM-sn’t  know  what’s  under 
the  liiMid?  Do  yon  think  theii-’s  a 
brain  snrKeon  alive  who  diM-sn’t  com¬ 
prehend  the  workint4s  of  the  he.iit, 
till*  nervous  system,  and  th<*  stomai  h? 
(iad,  son,  no!  .And  yon  won’t  find  the 
exeentivi*,  the  accinintaiil,  the  sales¬ 
man,  or  the  distributor  or,  lor  that 
matter,  the  teacher  of  these  men— 
who  doesn’t  know  and  nndeistaiid  tin- 
workings  of  .American  biisim-ss.  All 
these  people  are  "business  educated!’’ 


l''nrthennore,  just  as  industry  trains 
machinists  to  "tcNil’’  a  job  and  to 
understand  the  esmiplexities  of  ma¬ 
chines,  so  dot's  industry  train  and  (-m- 
ploy  men  to  manage,  direct,  interpret 
trends,  st-t  up  policie^,  dis|)ens<‘  ko*xIk. 
and  so  forth.  .And  don’t  for((et,  all 
tiu'se  rrK'n  have  to  Im'  tant{ht,  and 
tuiiKht  Wi  ll. 


Tuk  A/h>fhvt(-  (burstiufi  in):  Ofi,  I 
iinderslaiid  that  business  needs  (‘xecii- 
tives,  accsnintarits^  and  all  tliat.  Hut 
are  these  |;eople  really  ‘‘business  edu- 
catf'd"  or  just  doin^  routine  jobs,  the 
results  (if  which  they  never  see  nor 
understand?  Are  they  professiiriials? 


Thk  Nmh'iisik:  AM.  HICHT!!!  (He 
cuts  tiff  Dr.  Salnuod  by  shovinn  his 
face  itu'hes  from  the  nofst  Doetors 
nose,  literalhf  tmichinn  the  Dmtor's 
brisllinn,  bhnul,  anemic  lookinn  mus- 
tathe.)  Hut  I  still  (sinti'iid  that  these 
men  are  few  and  far  In'tween;  that, 
for  tlie  most  part,  they’re  (graduates 
of  the  Ivy  I,ea(tue  colle'.>i's;  and  tfiat 
they  certainly  don’t  represent  the 
majority  of  |>eople  in  the  liiisiness 
world.  'I'lie  students  whoiii  I  tea(  h  do 
not  know  what’s  Koinjj;  on  in  the 
business  world.  I  teadi  typing,  Irook* 
keepiiif^,  sliortliand,  and  Imsiness  law, 
I  know  tliat  at  least  8  out  of  10  of 
my  lK)okke«*pjn){  students  are  con¬ 
fused  or  disappointed  at  tlie  end  of 
th«*  year;  my  sliortliand  students  miitlit 
average  Hff  words  a  minute,  if  the 
( (!iititittuetl  on  jsine  'i  I ) 
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2.5 


How  often  do  your  shorthand  students  return  and  wail: 


OHh 


WHKN  KVKLYN  tear¬ 

fully  lliat  kill*  had  failed  her 
Civil  Service  tevt,  I  wak  aKtuiiished. 
She  had  taken  dictation  in  class  at 
120  wain  without  noliccahle  difficulty, 
and  stic  coidd  ty|N‘  70  warn  accu¬ 
rately,  “What  hapiancd?”  I  asked  her. 
“Weren’t  you  ieeliiiK  well?  Did  you 
f^et  tiN)  excitwl?" 

She  kh«M»k  her  head.  “No,  It  was 
just  that  answer  sht'ct.'* 

I  (|iH‘klioned  olh<*rs  who  had  taken 
the  test  and  discovered  that  they,  ttai, 
had  found  the  answer  sfu'et  confusing. 
'I'he  whole  i-|ass  and  I  had  (((»ne  ov<>r 
the  sainple  li-st  distrihuted  hy  the 
Civil  Sr'rvk'e  Cointnishion,  hut  appar¬ 
ently  this  was  not  suifkient.  Siiu-e 
the  students  couldn’t  des<Til>e  the 
exact  nature  «>f  their  difficulty,  I  de¬ 
cided  to  find  out  hy  takin({  a  Civil 
SrTvice  ti*st  rnysi'lf. 

IlM're  are  some  coniusiiiK  features 
in  th<‘  new  answer  form  tliut  candi¬ 
dates  now  complete  instead  of  tran- 
scrihiiiK  their  notes -thin((s  that  made 
even  me,  after  twenty  years  of  testiiiK 
ex|M*rien(x*,  stop  to  think.  'I'hey  iniKlit 
well,  I  realized,  tlirow  a  youiiK  Rirl 
already  sufierin^  from  examination 
nerves  into  a  state  of  total  dlsorKuni/a- 
tion.  'I'his  had  hap|N‘ned  to  Kvelyn. 

HesolvinK  that  no  more  students  of 
mine  were  ((oinK  to  fail  tliis  ti'st  for 
such  a  reason,  I  pre|)i<re«l  some  sain- 
ples,  ’Hiey  were  desimii*<l  to  approxi¬ 
mate  actual  test  conditions  as  closrdy 
us  fMissihle  and  to  stress  th(‘  thini^s 
that  scM*fne<l  to  cause  diHkulty. 

Klsewlmn*  on  thesi*  |>>i((«‘s  ap|N‘ars 
a  2-ininiile  sectkai  from,  my  sjunpk* 
.Vminiite  dictation  test  at  SO  warn. 


Tlie  stmlent  shoiilrl  take  down  the 
para«raph  ui  shorthand  as  it  is  read 
aloud.  Tfien  slie  should  In-  allowed 
fifteen  minutes  to  ins<*rt  in  ea<-h  niim- 
la-red  hlank  on  the  Answer  Sheet  the 
appropriate  h-tter— A,  H,  C,  I),  K,  or 
f'  that  designates  in  which  of  the  six 
Word  l.ists  is  tin-  correct  word  or 
)>hrast‘  to  fill  that  particular  hlank. 
l-'or  the  sake*  of  practic-e,  incidentally, 
i  allow  the  students  all  the  time  they 
neerl  on  their  first  attempt;  hut  after 
they’ve  had  a  chanc**  to  iN-come 
familiar  with  the  priK-ess,  1  im|Nis(‘  the 
time  limit.  An  additional  ten  minutes 
is  allow<*d  after  this  for  tran-sferrinR 
the  answer  she<-t  results  to  the  simu¬ 
lated  IBM  CradiiiR  Hlank.  'I'his  step 
may  In-  omitted;  hut  I  include  it  1n-- 
(-aiist*  (a)  some  students  lu-r-d  praetk-e 
in  transferrinR  infonnation  accurately, 
and  (h)  a  s<*t  of  thesr^  pa{N‘rs  can  In* 
('orrf*(-ted  manually  almost  as  fast  at 
hy  machine,  simply  hy  holdiiiR  eac-h 
to  the  liRht  with  the  mast<*r  .sheet. 

Students  should  In*  cautioned 
aRainst  a  few  common  pitfalls.  First, 
they  may  naturally  assume  that  there 
will  hr*  one  word  p<-r  hlank  unless 
they  are  specifically  warned  that  a 
hlank  can  n*pres<*nt  an  entire  phrast*. 
Mak(*  sur«*,  therehrre,  that  tliey  ins<*rt 
only  oiM*  answer  for  e.ich  hlank. 

Set-ond,  the  word  lists  iiK-liKh* 
phrases  so  similar  in  mciuiiiiR  and 
form  that  a  close  I(N>k  at  the  short¬ 
hand  notes  is  re<piir«*<l  to  make  sure  of 
the  t-orrect  choice.  'I'he  stiMlent  who 
works  t(N>  hastily  will  often  put  down 
the  first  one  that  seems  to  fit,  unaware 
that  the  riRht  <nie  may  In*  further 
riown  the  list.  Word  cndinRs  are  es- 


Hh,  That  Civil 


|N*cially  im|N)rtant  in  this  connection. 

Third,  and  [N-rhaps  most  trouhh-- 
soiiH*,  is  catr*Rory  F— “Nrjiu*  of  these”— 
whk'li  is  to  Ire  us<*<l  wh<*n  the  correct 
word  is  not  found  in  any  word  list. 
Warn  candidates  that  th«*rt*  are  si'ldom 
as  many  as  three  or  four  “F"  answers 
a  test.  Most  Rirls  ovcriisr*  this  cate- 
Rory.  Others  ro  to  the  opjvrsite  ex¬ 
treme  of  for<‘inR  a  worri  to  fit  a 
hlank  when  it  has  no  similarity  at 
all  to  the  word  writtr*n  in  tlu*ir  short¬ 
hand  notes.  A  rjnnI  rule  to  follow  is; 
when  in  doiiht,  trust  your  notes  rather 
than  your  memory. 

.Special  care  should  he  iirRcd  in 
rcRard  to  omissions.  A  w-ord  left  out 
Is  oidy  one  error;  hut  it  may  result 
in  a  l(»ss  of  eiRht  or  t(*n  |N>ints  wh(*n 
th«‘  student  d(N*sn’t  r<*ali/.e  her  notes 
have  left  somethiiiR  out,  and  she  i-on- 
se(pH*ntly  mov<*s  all  her  followiiiR 
answers  ov«*r  one  space  from  their 
correct  position.  I  train  students  from 
th<*  l)eRinninR  to  leave  an  obvious 
Rap  in  th<*ir  notes  when  forct*d  to  skip 
for  any  reason. 

The  first  time  a  student  attempts 
this  kind  of  test,  don’t  ex[N*ct  t«Mi 
mut-h.  The  iM*wness  of  the  form  will 
confuse  .some,  and  ev«*n  the  most 
alert  may  take  far  more  time  to  c*<im- 
plet(*  a  few  blanks  than  you  f(*(*l 
should  Ik*  iM*cessaiy.  Tlic  s«*coikI  try 
will  In*  eask*r  for  them.  By  the  third, 
most  students  will  have  adaptt*d  tlH‘m- 
sc*lves  to  rnakiiiR  the  recpiired  deci¬ 
sions  kiM*<*dily,  ac-c-iirately,  ami  con 
fid«-ntly.  When  they  reiach  this  (NHiit, 
y«>u  can  In*  assiirml  that  thi-y  will  not 
fail  their  next  shorthand  test  throiiRh 
lack  of  prac-tk-c;  on  the  answer  sIm-H. 
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Sample 

DICTATION  PARAGRAPH  at  80  warn 

Almost  any  ^>>^1  ^I'O  stiidu'S  suihi-iriitly  hard  f«>r  a 
siiHicient  length  ot  time  is  tapahlc  ot  passing  an  employ- 
ment  test*  in  shorthand  ;uid  t>pin)i.  'I'here  are,  however, 
other  eonsiderations  which  deteimine  ln-r  ultimate  use- 
Inlness  in  an  offie«‘,  and  these  rpialities-  are  measured  l»y 
tin*  so-called  Cieneral  T»*st.  Word  usaK<‘  is  the  iM'^ioiiin^ 
stenographer’s  most  common  failing-  An  employer-*  can 
help  her  take  accurate  notes  hy  sp<^lkin^  slowly  and 
distiiK'tly;  he  can  stipulate  a  definite  width  of  inarKiu  and 
dirt*c-t  hr-r'*  to  follow  a  definite  letter  format.  Srime  com¬ 
panies  K<>  so  far  as  to  have  printed  on  their  stationery 
(firts  which'  indicate  the  correct  placement  r»f  the  dat<‘- 
line,  iiLsirle  address,  salutation,  etc.  But  all  tlx*  employer’s 
precautions  and  the  most  accurate**  of  shorthand  notes 
will  not  prevent  a  Kiri  from  suhstitutiiiK  “their”  I'lxdoiiKinK 
to  th«-m)  for  “there”  (in  that  placr*).  Seli-ctiiiK^  steix»Kraph- 
i‘rs  who  have  proved  their  ability  to  us**  words  is  the  only 
known  mi'tluMl  of  preveiitiiiK  such  common  errors.** 

WORD  LISTS 

a.  any,  hard,  to  pass,  (‘rnployer,  which,  (pialitU'S,  most, 
st(*noKraph«*rs,  can,  hy,  slowly,  dintt,  go,  there,  dots, 
etc.,  of  shorthand,  selectiiiK,  metlxHl,  iLS(*fnlness, 
so-called 

I).  sufficient,  an,  erpiipix-d,  of  time,  prevent,  t>pinK,  other, 
by  the,  failure,  **inploy*'r’s.  tak**,  definite,  inarKin,  lett**r, 
as  far  as,  that,  dateline,  all  of  the,  suhstitutiiiK.  to  use, 
have  pn)v**d,  ultimate,  follow,  to  have  printed,  Ca'iieral 

c.  from,  studies,  of  passing,  suffi<-i(*ntly,  (.'mploym(*nt,  in 
th(‘,  c«Misid(‘rations,  Ix-KinninK,  her,  stipulate,  to  follow, 
iixlicate,  stationary,  saintatimi,  their,  prev(*ntinK, 
known,  **rrors 

d.  almost,  form,  leiiKth,  capahl**,  in,  that  (pialifications, 
of  the,  more,  failiiiK,  accurate,  distinctly,  w'idth,  c«>m- 
panies,  will  not,  plac(‘in«*nt,  inside  addr(‘ss,  words,  th<*s<\ 
determine,  *»ffic«* 

c.  Kirlt  time,  shorthand,  howev<‘r,  measured,  is  th**, 
ctmimon,  stenoKrapIx-r’s,  h**lp,  s|>eakinK,  h<*  **an,  of, 
fonnat,  all  the,  so  far  as,  station**ry,  precautions,  for, 
ability,  such,  to 
f.  None  of  tfies*^ 
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BUSINESS 
ARITHMETIC: 
A  "DIRTY" 
TEACHING 
ASSIGNMENT? 
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Be  honest — what's  your  own  reaction? 


MARION  V.  ODELL 

Pi-tV  >ill  (N.  Y.)  Higf.  Si.houl 


HOW  MANY  IKACHKHS.  wlim 
liaiidril  iiii  tiXKiKiiinriit  to  tcac-li 
l>iiNiii*'Kii  arithiiM'tic,  have  i<‘ai-t(*(l  with 
a  wry  fair  and  a  that  a  ’'diity” 

jnh  haK  Imtii  on  thnin?  It  i.H 

vrry  IiLrly  that  at  Iraiit  thr<i--<|nart<‘r.s 
ol  all  hn<iin«*SK-arilliini‘tK'  trarhcrs  have 
liad  thin  ircliiiK  at  one  tiini*  or  an¬ 
other.  Most  of  them  are  t<M>  |)olite 
or  t<M>“well  trained”  in  aee«’ptin){  their 
aMi((ninent))  to  admit  it— hot  isn't  that 
feeliiiK  thr-re'i* 

Why? 

'Hieie  nniKt  Im‘  many  reuMins.  Some 
of  llH*m  we  ean  state  without  a  M'tiind 
thiHiKlit;  otliers  are  less  obvious. 

We  ini((ht  eonrider  first  the  fiM'liiiK. 
eommon  amiMiK  students,  that  arith- 
metie  is  a  **hard‘*  snhjtvt,  one  to  Im' 
avoid(‘<l  if  |>ossihle.  Many  of  them  us- 
siK'iate  it  with  unpleasant  es|><‘rieiiees 
—  if  not  \sith  failure,  at  least  with 
near-faitiire,  anxiety,  and  pain.  Sines* 


hiisiness  arithmetie  is  iisiially  taught  in 
the  ftophomore  year  of  loKh  .se-hiNil, 
the  student  has  hail  a  immiM-r  of  years 
to  hnild  lip  this  aniinosity-this  fixa¬ 
tion,  if  von  will— and,  all  too  often, 
his  fear  is  a  very  real  one  haseil  on 
his  own  lack  of  ability  to  eomprehend 
malhematieal  eoneepts.  If  the  stiider.t’s 
fe<‘lin({  of  hostility  is  eom|)oimdi‘d  hy 
an  attitude  of  inade<|iiac‘y  on  the  part 
of  the  teacher,  it's  no  wonder  that  a 
si’rioiis  prohlf‘m  results. 

The  fact  that  many  se-hiMils  rvtfuirv 
hiisiness  students  to  .vtiidy  hiisiness 
arithmetie  is  reason  enoiiKh  for  S4‘t- 
tiiiK  some  of  them  against  the  siihjeet. 
(Unman  nature  sthmiis  to  reiamt  hav- 
iiiK  anything  presentinl  us  a  "must," 
and  teenaKers  $«*<  in  to  In*  particularly 
himian  in  this  resiM'et.) 

Old.  ont-of-date,  imatiraetive  text- 
InniLs  in  many  scIkhiIs  .idd  another 
protilem.  Miieh  has  In'cii  done  to 


eliaiiije  this  situation  in  such  siihji'cts 
as  history  and  KiiKlish,  hut  the  format 
of  most  hiisiiK'SS-arithmetic  ImniLs  still 
has  that  overly  traditional  liNik  about 
it. 

TlM*n,  tiN),  "iiiulerKrouml  reports”— 
tlw!  cfimments  passed  on  from  student 
to  student  alNiut  the  difficulties  a.sso- 
ciated  with  the  subject  (or  with  the 
teacher  of  the  subject!) —cause  untold 
apprehension  in  the  minds  of  students, 
particularly  thosr*  who  are  timid  and 
unct'iiain. 

laistly,  in  a  state  with  a  si'tiip  like 
N'«*w  York’s,  there  is  the  hn({alNN)  of 
State  F^xaminations.  To  s<*ns<* 

that  a  final  exam  mi^ht  In*  the  sole 
(Titerion  for  determining  success  or 
failure  is  enou((h  to  iipsc't  many  teen- 
a)4ers.  Some  scIuniIs  have  ({one  out 
of  th«*ir  way  to  overcome  this  obstacle 
hy  allowing  students  to  take  a  “.schiNil 
exam”  prepared  b\  their  own  teai  liers, 
or  by  usin({  a  ({radiiiK  scheme  that 
allows  credit  for  dailv  assignments  and 
W'«*i*kly  or  f|uarterly  tests. 

Once  we  ac*cept  the  fact  that  there 
are  problems  of  animosity  or  fear  con¬ 
nected  with  this  subject,  we  can  lo^i- 
cally  Ko  on  to  examine  |N)ssible  rnelh- 
(kIs  of  overcoming  the  diffit  ulties. 
Here  are  some  “tried  and  true”  de¬ 
vice's: 

•  A  Kreat  deal  de|M*nds  on  the 
rapport  lK*twie*n  student  and  teac-her. 
Tin*  dictatorial,  do-it-or-elsi*  .style  of 
teachin({  is,  in  most  subjects,  a  thin(' 
of  the  past;  but  in  arithmetic,  we  tiNi 
oft(*n  find  that  it  lingers  on.  I’m  sure 
that  every  teacher  is  familiar  with 
some  of  the  acccpttel  ways  of  sc*curinc' 
ce>-o|M*ration  from  students -things  like 
a  friendly  smile  in  the  ceirridor  or  <••> 
the  str(e*t,  or  a  pleasant  comment  in 
class  whenever  it  is  appropriate.  We 
l  aii  apply  thesi*  touches  to  arithmetic, 
t«Hi.  Not  only  can  wi*  commend  a 
student  for  the  succ(*ssiul  completion 
of  a  difficult  assi({nment,  but  we  c.m 
even  take  pains  to  thank  him  for  so 
small  a  tiling  ax  helpin({  collect  hoim*- 
work  pa|x*rs  or  erasing;  chalkiMiards. 

•  CiettiiiK  off  to  a  ({inkI  .start  is 
very  im(>ortant.  One  plan  that  I  used 
succ(*ssfullv  was  lU'cessitated  by  a  lack 
of  textiMNiks  durin({  S<*ptemlH*r.  I  made 
M*V(‘ral  assi('nnients  that  called  for  the 
students  to  coicstnict  their  own  prob- 
l(*ms  calling  for  the  u.s<*  of  the  fiind.i- 
mental  o|M*rations  of  addition,  subtrac¬ 
tion,  multiplication,  anil  division.  Kach 
student  had  to  prepare  an  answer  key 
for  his  problems  at  out*  e<lt{e  of  the 
pa|M*r,  .V)  that  it  csmld  In*  folded  under, 
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5.  the  new  role  of  the  typewriting  teacher 

It  focuses  on  dynamic  and  protective  attention  to  basic  techniques 


1. 

Hit  teaching  centers  on  developing  good  tech¬ 
nique  .  ■  ■  iN'caiiM'  lit*  knows  that  the  pur|)os(‘  of  iti- 
slrudum  in  ty|M‘\sritinf;  is  tin*  drvrlopinrnt  of  ••ffitifiit-y  in 
o|H‘iating  tin*  ty|H*writ<*r. 

•  lit*  suintrdinatrs  all  otln*r  things  to  incri*ast*  typing 
proficiency,  flc*  knows  tliat  tin*  learning  of  unang(*iin‘nts, 
the  mastery  of  rnh*s,  and  tin*  world  ol  production  ex- 
|M*rienees  art*  trivial  things,  learin*d  (piiekly  in  any  moment 
ol  sharp  in*i*d,  compared  to  tin*  long  pr«Kc*ss  of  reaching 
tin*  fnndaiin*ntal  goal  of  tin*  eonrse:  typing  skill. 

•  He  i(K'nst*s  on  teehnitpn*  in  every  lesson  plan.  His 
plans  mention  speeifieally  tin*  teehnii|in*s  to  In*  introduced 
or  r<*vi»*wc*d  or  refined.  And  the  aim  of  his  lesson  is  not  a 
general  or  hland  statement  like  “to  introduce  thn*c*-eolumn 
tahiilations”  hut  rather  sonn*thing  like  “to  dev<*lop  ef¬ 
ficiency  in  hackspat*<*-t*c*ntering  and  tahniar-key  control, 
applh*d  to  thrc*t*-cohimn  tables.”  He  st*<*s  tin*  tahh*s  as  a 
nn*ans  to  ti*chni(jin*  prac  tice,  not  as  a  goal  or  accomplish¬ 
ment  in  tln*mselvc*s. 

•  He  drills.  His  eontrihniion  to  tin*  l<*sson  is  eoinhicting 
tin*  training  sc*ssion  in  such  a  way  that  miieh-no,  luovt— 
group  activity  is  on  the  uplifting  drill  h*vel.  Drill,  with  its 
intensive*.  |n*rsonali/(*cl  goal.  Drill,  with  its  (jnkk  re|n*ti- 
tions,  (piiek  tallies,  and  hnrsting  exeitt'inent  of  r(*ali/ed 
growth.  Diill,  witli  its  tight  ImmicI  l>«*tw(*(*n  teacln*r  and 
l(*arner,  is  unity  of  goal,  its  intensity  of  effort,  its  winging 
away  of  class  minntc*s. 

He  is  a  ti*chni<pn*  (hillmasti*r.  He  s**eks  etc*fiy  chance* 
to  aiit(nnati/.(*  his  stnch*nts*  piofici<*ncy  in  o|>crating  tin* 
wond(*rfnl  writing  machiin*. 

2. 

Ho  watchos  hit  studonts  conttontly,  continuously 

.  .  .  In'caiisc*  he  knows  that  skill  dt m  lopnicnt  it  a 
|)<*rsonal  thing,  something  nniipie  to  I'ac-h  individual.  He 
knows  that  skill  is  c*asier  to  develo|)  than  to  correct;  and 
so  he  watcln*s  for  every  tiny  sign,  clue,  or  symptom  of 
w(*akin*ss  iii  order  tliat  In-  may  step  in  iht'ti,  (piiekly,  to 
strengtlien  and  guide  in*fore  ff.iws  can  crystalli/c*. 

•  He  |n*imits  very  litth*  nnsn|M*rvised  practic***  in  his 


class.  'rhc*rc*  is  no  hlind  sjiot  in  his  riNim,  on  eorin-r  vsln*t(* 
inepttn*ss  can  take  riMit  and  grow  c*V(*n  for  a  minute.  His 
students  know  that  every  lift  ol  eyes,  turn  of  ln*ad,  shift 
oi  posture*  flags  atte'iition  as  sniely  as  d<M*s  a  waving  li.nni. 
'I'ln*y  know  liis  e*ye*s  are*  on  tln*m;  ami  his  maiiin'r  and 
ln*aring  Inward  his  stndi*nts  are*  stnh  tliat  ifiey  we'leonn* 
those*  e*ye*s  as  warmly  and  e*onliele*ntly  as  the*y  do  those* 
ol  tln*ir  family  physician.  T'he*y  know  he*'s  on  lhe*ir  side*. 

•  He  is  on  the*  move*,  shifting  from  one*  vantage*  |>oinl 
to  anolln*r.  On  liis  arm  is  a  elie-ek  list;  mit  i*e)nti*nl  with 
easnally  loetking  lor  what  he*  might  ehaiK'e  to  se>e*,  he* 
prime's  himse*lf  each  day  with  sonie-lhing  s|M*eial  for  which 
to  liKik.  He*  is,  for  he*  must  lie*,  an  e*x|M*rl  anel  dise’e-rning 
ohsi*rve*r. 

He*  watehe*s  the*m  conlinnoiisly 

3. 

He  tearchei  his  students'  papers  for  technique 
needs  .  .  .  Ix-eause*  he*  re-ali/e-s  tliat  many  le-e-liniipie*  proh- 
le*ms,  whic'li  e*ve*n  daily  |>e*rsonal  scrutiny  may  not  de*le-e  t, 
are*  re*ve*ale*<l  liy  sliiele-iits’  |M|)e*rs. 

•  He  scans  one*  pa|M'r  a  day  for  each  student.  It  is 
whate*ve*r  pa|M*r  he  designate-s,  impreelietalily,  at  tlie  close 
ol  each  se*ssion '-one*  day  the  lime*ei-wiiting  pa|M*r,  anolhei 
day  the  warm-iip  drills,  still  another  day  the  new  arrange 
inent  exercise*.  And,  e.ieh  day,  a%  he  drops  the  pa|>ers  one 
iiy  one  into  the  waste-haskel,  he  scans  each  i|niekly.  not 
only  for  obvious  things  (ifie  eiasiire,  a  sliike-over,  tin* 
improper  margin)  hut  also  lor  some  particular  techniepte 
item  (the  eve*nness  of  printing  impression,  or  sfraiglilness 
oi  right  margin,  or  re]H*lilion  of  errors,  or  omissions). 

•  He  grades  fe*w  pa|M‘rs.  Hi*  grades  on  a  sampling  basis 
inle-rmiltently  to  re-assiire  students  ulKiut  the*ir  progress 
and  standing,  hut  mostly  he  re-lie-s  on  a  compri'heiisive* 
end-of-lhe-grading'|M*rUMl  te*st,  lM*lie*ving  that  a  grade  on  a 
permane'nl  re*eord  must  reH«*c-t  the  le*vel  of  skill  to  wliich 
students  have  grown,  not  tfie  daily  le-vels  thrcHigh  which 
the*y  have  pasv-d. 

.\o,  he  grades,  marks,  and  re-tiirns  few*  pa|>ers;  hut  he 
s< ms  many,  for  the*y  are  liis  tliermome'te'r,  so  to  s|M*ak,  in 
his  elinieal  assignment.  Any  pa|ier  on  wliieh  a  grade*  is 
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t(>  ui)|N*ar  i»,  willy  nllly,  a  ti-kt;  aixi  while  a  learner  may 
grow  inteilr-r-tiially  hy  taking  a  le»l  and  may  Im*  prompted 
to  lnll<*r  eHorf,  hu  kkill  hik  rudimentary  ll•<•hnuple-dol*k 
not  grow,  in  any  test,  it  iaiterk. 

4. 

H«  surrounds  sfudonts  with  romindors  of  good 
fochnique  >  •  •  iM'eaiikr*  he  hak  lotmd  that  any  learner 
liee(Mii«*t  ko  engrokM'd  III  IK'W  goalk  and  new  exereikOk  that 
ne  forgets  t<*ehni«pM*  f imdam<*ntalk  iinlekk  remind)'il  of 
them  time  and  ag.iiii, 

•  fie  displays  |H>ktern  and  drawings  and  eoiKlensi'd 
eheek  lists  on  the  walls  of  his  classroom. 

•  fie  features  an  lamor  roll  that  calls  attention  not 
to  xfX'cd  and  a<ciiracy  sciires  hut  rather  to  the  l(*chni(|ne 
factors  that  cimtrihiite  to  k|M'ed  and  accuracy. 

•  lie  |)ostH  displays  of  student  work  often  and  generous¬ 
ly;  hut  till-  emphasis  of  thesr-  displays  is  on  evenness  ol 
toiK  h,  straightness  of  right  margin,  etc.,  as  often  as  it  is 
on  the  correctness  of  prohlem  solution. 

•  ffe  us4‘k  signals  |)hras«‘d  so  as  to  include  ix'itinent 
techni(|ue  prompting.  It’s  not  “Iteady,  ty|M‘”  in  his  room 
hut  rulhiT  "Kyes  on  copy  .  ,  .  feet  ,  ,  .  hack  .  ,  .  ready, 
tijprr 

'•  Me  k{Hccs  his  comments  with  many  liihiites  to  giNxl 
techni(|iie.  "Anne,"  he  says,  "show  everyoiM*  how  well  you 
/os*  the  carriage,"  And,  "Before  we  iM'gin  this  letter, 
let’s  sec  how  many  times  we  can  stujft  out  tialay’s  date  in 
a  minute  without  looking  up.  .  .  ." 

"If  I  had  to  pick  our  champion  in  making  capitals 
xmoothly,"  he  may  interject,  "I'd  pirk  Bill-lie’s  goor/  at 
that."  Again,  ‘’I'lie  next  line  is  so  easy  we  can  }/rrrze 
through  it  without  jamming  keys  ome,  i’ll  iM-t!" 

l''tom  o|N-ning  Im-II  to  closing,  his  students  are  subject 
to  visual  and  verhai  reminders  of  |e<  hni(|ue.  He  never  lets 
students  forgi‘t  it. 

5. 

H*  utuft  a  tuchniqu*  approach  to  other  leorningk 

.  .  .  iM'causr*  technif|ue  is  the  known  thing,  the  spring- 
ho.iid  from  which  studmts  jump  into  the  ii(*w  and  un¬ 
known  with  greatest  confiilence. 

I  ahiilatioii,  vit'wed  hy  itself,  can  In'  a  worrisome  and 
perplexing  chorr?;  hut  when  viewed  as  an  exlensioti  of 
centering  and  iiKlciiling,  tahiilation  ap|M'ars  and  is  easy. 
The  arrangement  of  a  maniisi-ript  can  ser'in  intricate  and 
the  assignment  long;  hut  when  vii*wed  as  sustained  writing 
euilH‘llislM*<l  with  "a  hit  of"  familiar  shift-locked  centering 
and  undersT'ored  sideheadings,  it  seems  and  is  easy. 

Outlines  are  easy  to  tyjN-  when  viewed  as  simple  practice 
in  tahiilar  indenting.  And  the  intricate,  hesitant  parts  ol 
letter*  (date,  address,  salutation,  closing)  .suddenly  are 
interesting,  familiar,  and  easy  when  approached  as  (and 
previewed  as)  sustained  drill  in  carri.ige  returning. 

•  So  he  preview-drills  extensively,  not  only  on  the 
viK'ahtilary  and  any  awkward  features  of  the  copy  hut 
vHfH'rUtUy  on  the  ix'rtinent  technii|iie  elements  in  the  ex- 
ereisT'.  This  is  the  hasic  str'p  in  his  present. itioii  of  any  iww 
arrangement  and  in  his  direction  of  eff  ats  to  improve 

,  uither  the  ipiality  or  quantity  of  priKhictioii.  He  know' 
that  giNHi  priKluction  rates  come  not  from  the  numlN'i  of 
exereises  uttem|>(e<l  hut  rather  from  the  practU'c  he  gives 
llu'in  on  the  elements  that  <Tr*ate  prohleuis  in  the  e\«*rciscs. 
rliiik,  the  typing  in  a  table  is  simple;  vs  hat  students  need 
practice  on  is  hackspars*  centering  and  tahul.ir-hop|ung. 
The  tiesign  of  a  letter  is  easy;  what  students  -ed  pr.ictice 


on  IS  niimlN'r  stroking,  capitali/ing,  and  multiple  carnage 
returning.  So,  he  makes  it  a  rule  to  s|N'iid  no  less  time  on 
previ(*w -drilling  a  production  exercise  than  he  expect, 
students  sul)s«‘<|uently  tti  s|>*'Ik1  in  prtHluciiig  the  exercisr-. 

•  He  ap|>roaches  other  kinds  of  learnings  with  tech- 
nupie  drills,  t«NJ,  ( Consider  such  “editing”  facts  as  spacing 
after  punctiiatiun,  dividing  words,  expressing  iiumlrers, 
and  so  on.  TIu'M',  Uki,  are  ahvirlx'd  ijuickly  and  auto¬ 
mat  i/.ed  m«>re  surely  wImmi  intrtKluced  through  intensive 
drill  than  when  prewnted  hy  a  lecture.  A  student  does  not 
master  on  the  fully  automatic  h'vel,  say,  the  punctuation 
sT'ipience  at  the  end  of  a  ({notation  until  he  has  gone 
through  the  hot  criK'ihle  of  inteu.sive  drill  on  each  of  the 
{Nissihle  comhinations— /le  has  to  feel  the  cost  ol  uncer¬ 
tainty  iN'fore  hr  seeks  mastery;  then  it  comes  easily. 

The  new-day  typing  teacher  shariM'iis  all  learnings, 
strengthens  them,  hy  using  the  technupie  drill  ap|>roach. 

6. 

And  h«  profocts  tochnique  from  oil  onslaughts  .  .  ■ 

iN-caiise  he  knows  that,  in  the  long  run,  no  factor  that 
endangers  g(NKl  typing  techni(|ue  is  as  im|N)rtant  as  is 
giMid  typing  techni(|ue  itself. 

•  He  grades  few  practice  papers,  not  In'caiise  he  is 
la/y  or  indifferent,  hut  iN-caiise  he  knows  that  the  lifting 
of  his  colored  jM'iicil  alters  any  exercise  from  luirjNiseful 
practice  to  a  test.  Students  cannot  concentrate  on  gcNid 
stroking  in  timed  writings,  oi  efficient  tahiilating  in  a 
table,  or  siiuHith  ca|)itali/ing  in  a  letter  address,  or  what 
have  you,  when  they  know  that  each  sli|)  of  the  finger  tip 
means  a  lower  mark.  Yet,  what  is  the  piirixise  of  the 
exercise?  Why,  to  develop  those  very  habits  that  pajN'r 
grading  eliminates.  So,  the  new  teacher  d(N‘s  not  prevent 
skill  develojuneut  hy  excr'ssive  grading. 

•  He  gi«es  few  long  timed  writings  and  injects  fre¬ 
quent  rest  |Kiu.v‘s  in  long  exercises;  he  knows  that  fatigue 
is  the  hasic  enemy  of  teclmiipie. 

•  He  jokes  much,  teases  often;  he  knows  that  un¬ 
remitting  tension  imdermines  gcNHl  ty|)ing  t(X'hni(|ue. 

•  He  directs  each  activity  in  most  lessons -sets  the 
pace,  f(N-uses  on  tiu*  goals,  calls  the  signals.  Students 
aren’t  permitted  to  +'r(K-ecd  at  their  own  working  pace 
until  pro))er  habits  are  so  well  ingrained  that  they  can 
he  trusted  to  work  with  g(MNl  teclmupie.  Only  near  the 
end  of  the  typing  course  do  you  see  his  students  working 
independently;  and  even  then,  he  is  observing  them  with 
hawklike  attention. 

•  He  siKMinfeed*:  the  elements  of  prohlem  solving,  en¬ 
couraging  resourcefulness  hut  In'ing  jNisitive  that  students 
are  never  asked  to  undertake  a  prohlem  for  which  they’re 
unpre|>ared.  Thus  he  prevents  the  hesitaiK-y,  the  uncer¬ 
tainty,  the  stalling  that  induce  {NNir  stroking,  hKiking  up, 
faiiltv  carriage  returning,  and  other  «Ni)M)tagers  of  t(‘chni<jue. 

TIIK  \KW'  BOLK  of  the  ty|)ing  teacher  is  one  of  coach¬ 
ing  students,  collectively  and  individually.  It  is  one  of 
developing  and  protecting  giNwI  techni(|ue  in  every  setting 
to  which  it  is  to  lie  applied.  It  is  one  of  (*mphasi/.ing  all 
that  contrihiiles  to  gcNHl  t(‘clmi(|ue  and  of  de-emphasi/.ing 
-  or,  at  least,  of  defening  to  a  less  hazardous  time— all 
that  may  ham|>er  giNKl  technirpie.  It  is  one  of  pursuing, 
(onsfnictivcly  hut  relentlessly  tlw'  essential  goal  of  any 
tyjiewTitlng  course:  IkisIc  typing  proficiency. 

N'oti-:;  a  full  srrir.s,  Intsrd  on  rxfH'rinirritf  in  Srattir, 
Wash.,  uill  hiiihliiiht  detr7o;micfi/  of  typing  arniranf. 
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SALGUOD'S  LECTURE 

(Continued  from  fWKe  25) 

\v(»r(l.s  art*  wfll  ihoM'ii;  iiiy  tvpiiiK  j 
stiulciits  n*’*  along  Hnt'-with  an 
eraser;  my  Imsiness-iaw  students  eer-  j 
tainly  are  i«)t  lawyers;  and  the  idea  ! 
of  any  of  iny  students’  holding  down 
a  real  hiisiness  joh  is  iK-yond  all  iny 
no|M‘s.  I'd  like  to  think  I'm  doing  my 
part  in  the  scIkh)!  s>stem,  hut  I  don’t 
want  to  fool  myself.  'I'hese  students 
whom  I’m  training  to  go  cmt  into  the 
stores,  offiees,  and  factories -are  they 
"hiisiness  educated”?  Is  that  what 
business  education  purports  to  l)e? 

1)h.  Sai.gl'01):  just  a  minute.  Let’s  not 
minimi/e  our  own  jobs  or  our  own 
importance.  .\nd  let’s  not  become 
(M-ssimistic. 

First,  son,  in  refer<“nce  to  your  last 
<luestion  or  two,  I  must  certainly 
answer.  Yes!  Hut— high  schiKil  train¬ 
ing  is  only  the  first  of  several  steps, 
so  to  s|H‘ak.  Husiness  education  in  the 
true  sense  is  not  so  easily  achieved, 
certainly  not  in  such  a  short  time 
span  as  may  he  available  to  high 
schiMil  students.  And  I  jx-rsonally  Ix*- 
lieve  that  it  is  one  of  the  profes¬ 
sion’s  shortcomings  to  let  the  general 
public  assume  (as  is  sometimes  the 
case)  that  anylxKly,  high  school  grad¬ 
uate  or  not,  who  has  had  a  ytrar^  or 
even  two  years,  of  husiness  courses 
is  “husiness  educated." 

Ask  yourself:  What  l>usines.s-law 
student,  withixit  further  training, 
could  go  out  of  high  school  and  siic- 
(.-(‘ssfiilly  advise  in  the  capacity  of  a 
broker,  explain  insurance  laws,  give 
advice  in  real-estate  transactions,  or 
c()uns<*l  as  a  lawyer?  Would  you  place 
\our  confi<lence— an<l  your  future- 
in  the  hands  of  such  a  pi'rson,  hank¬ 
ing  on  his  decisions  to  insure  the 
future  welfare  of  your  family?  C^ould 
a  senior  high  student  who  has  had  a 
year,  or  even  two  years,  of  algebra, 
geometry,  calculus,  and  physics  (as¬ 
suming  that  he  could  apply  all  the 
material  covereri)  go  out  and  build 
a  siis|X‘nsion  bridge,  or  lay  a  mine 
shaft?  .No,  sir.  So,  sir!  If  that  were 
the  ease,  the  engineering  department 
at  Iowa  State  would  have  little  use 
and  few,  if  any,  students. 

And  by  drawing  an  analogy,  we 
may  rightly  assume  that  p<‘opIe  in  the 
business  world,  just  like  (X'ople  in  the 
fields  of  engineering  and  law,  achieve 
professional  status  only  by  more  ex¬ 
tensive,  and  intensive,  study  in  the 
various  areas  of  s|xx'iali/;it  ion— assum¬ 
ing,  of  coiirM*,  that  business  is  as  im- 
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UNUSUAL  USURY 


YOU  CHAROLPME  TOO  MUCH  INTEREST-  ALL  RIOHT.  I’LL  GO 
I'M  NOT  GOING  TO  PAY  YOU  ANYTHING,  .  TO  COURT  TOR 
c  \  MV  MONCV. 

r  'l 

■  i!  ^  y 


IS  THE  LENDER  ENTITLED  TO  HIS  MONEY  •? 


,Annou,\c;k»:  'Ibis  is  a  dispute  lM*twe<-n  two  men  over  a  hnm  agreement, 
la-t’s  see  how  everything  .started.  (Student)  is  tht  hndcr,  and  (student) 
is  the  IxLrrower.  Listen  to  the  facts  and  then  decide  the  rights  of  each. 

Hohhow'KH:  1  spoke  to  you  last  week  alKiiit  a  loan,  and  you  asked  me  to 
return  tixlay. 

Lk.vdkil:  Yes,  I  rememlx-r  you,  .Mr. - .  Yon  wanted  to  lioirow 

S.'i.tMK). 

Hokiiowkil:  Th.it's  right. 

I.kmikh;  And  how  long  will  this  loan  run? 

IkoimowKit;  Foi  alHiut  Iwci  months. 

Very  well,  well  lend  you  the  money.  Of  couise,  you'll  pay 
interest  for  tvso  months  on  the  $.'5,000,  Tin*  interest  will  lx*  $  jtK). 

HormowKic  Y«iur  terms  ar«*  sevr-re,  but  1  ne<*<l  tin*  money, 

Le;m>kh:  Sign  here.  Now,  we’ll  expejt  you  buck  in  two  months  with  the 
$.5,0tK)  plus  the  interest  of  In  other  wor«ls,  '>(K). 

Annol’.vgkh:  T\so  months  later. 

Lkndkk;  1  sr‘e  you  are  back  on  time  to  pay  yonr  debt.  You’re  a  liusl- 
worthy  and  honest  man. 

IhmnowKH;  I  am  not  here  to  pay  the  debt.  You’re  not  entitled  to  the 
morn*y. 

LKNOKte  Now  wait  a  minute.  Do  I  h.tv<‘  to  go  to  court  to  get  bar  k  rriy 
$.5,(KK)  plus  the  $.’>00  int<T«-st? 

Hortrurwrat;  I’m  n<it  going  to  pay  you.  You  r  harged  me  too  much  inl«‘rest, 

A.s.NOC.NCKrc  Will  the  lender  get  his  money  if  he  g(X‘s  to  court,  an<l  how 
miK’h  w'ill  he  receive?  What  is  your  opinion? 

DKC'.ISIOS:  'I  his  anreeinent  is  ilU'Hal  in  nuinij  stales  her  aiise  of  the  exeess 
interest.  Tiw  lef>al  rate  of  interest  atui  the  peiuiltij  for  usury  vary  in 
different  stairs  In  Sen  York  Stale,  the  iH'ni(lty  is  t  ery  set  ere.  The 
leiuler  loses  l»oth  the  ftrinrifial  aiul  the  interest  frrr  iharninn  more  than 
the  late  tiill  allou 
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Si)Th;  TliiM  t'xtlmtmv  of  lettem  is  tfte  last  iti  a  m'Wh  inViVtl  on  * 
umimtoi  officr  pniftlrtm.  The  letter*  are  ttutrkeij  off  in  urintft*  of  20  I 
Htamfard  word*  aiul  nuiij  he  dirtated  at  any  denired  *jH'ed.  1 

Situation  10.  POOR  EMPLOYEE  i 


L«tt«r  1 

Inside  adtire** 

Mr,  (^-or^r-  AdaiiiMiii 
( loiiMiiituiil 

AtiaiiiM>ii*H:irk<‘r  ( !oiiipuiiy 
12  Sixth  Stri'ft 
V«»nr  l-'ify 

Sinmture 
Malx'l  tarsurovr* 

(1) 

Ih'ur  Mr.  AduiiiMtiii  We  have  a  in  oiir  office  who  ix  KetliiiK  away  witli  I 
oiorder.  She  lakex  Ioiik  IuikIi  hoiirH,‘  arrivex  late,  leave*  early,  take*  Ioiik  1 
toller  hreakx,  drret  lex*  wtrrk  than  the  other  Rirlx,  and  xo  on.  I 

Thix  lower*  the  morale^  of  the  other  Kirlx  and  certainly  drrexn’t  promote  | 
a  very  healthy  atinoxphere  in  the  office.  What  can  Im*^  done  alnnit  xiich  g 
a  xitnation?  Sincerely,  9 

(2)  I 

Dear  Mix*  (arxicrove;  May  I  In'Kin  by  xiiKKextiiiK  that  thix  xitnation*  xhonid  i 
not  coiK'ern  yon  directly  iinlexx  you  are  the  Kiri’*  xo|M.’rvixor.  If  you  aKree 
that  thix  i«  xo,  yon  xhonid''  let  the  xitnation  ride— ximply  hide  your  time.  The  V 
Im»x*  imdonhtedly  realize*  the  xitnation.  If*  not,  he  will  eventually,  and  the 
Kiri  will  not  Ket  the  promothm  or  raixe  that  xhe  miKht  have  received.  In-  r 
directly, T  yon  miKht  xhow  her  up  by  yonr  efficieiu  y  and  by  your  acceptaiu-e 
of  the  xitnation— even  by*  KiviiiK  her  the  “crMti"  treatment.  | 

If  yon  want  to  make  it  yonr  hnxinexx,  yon  can  do  a  mimlier  of  thinK*.  L 
Kirxt,  yon  miKht*  xiiKKext  to  her  that  xhe  correct  her  had  hahitx.  Dixensx  I 

her  output  in  comparixon  to  that  of  other  Kirlx.'*  Show  by  your  example  S 

the  im|Mirtance  of  arriviiiK  at  work  on  time  and  retnrniiiK  from  coffee  9 

break*  and  hinch"  on  time.  If  yon  k**  nnt  with  her,  yon  yonrxelf  can  men-  i 

tion  when  it'x  time  to  Ket  hack.  | 

A  third  xiiKKextion  concern*  how  to  inform'*  yonr  xn|M‘rvixor  of  the  1 
xitnation.  Ordinarily,  thix  ixn't  a  K<*nd  idea  htHanxe  no  one'*  like*  a  tale-  1 

Ixearer.  Yonr  xn|>erviMir  probably  know*  alnnit  the  xitnation  anyway.  I 

I  hoiiKh  he  may  xnx|>ect'*  the  xitnation,  however,  he  may  not  be  completely  |[ 

aware  of  it*  x«*rionxnexx.  .So,  if  yon  wixh,'*  yon  miKht  tactfully  xiiKKext  that  ^ 

the  Kiri  *  action*  are  affectiiiK  the  morale  ax  well  ax  the  output  of  the  other'*  jl 

Kiri*  in  the  office.  Then  let  the  xn|M‘rvixor  follow  throiiKh.  .Siiwerely,  (.'k'f4)  I 


Lattar  2 

Insule  add  re** 
Mix*  .MuIm'I  faixKnivc 
Kinley  Interior* 

107  Johnson  Street 
Yonr  (aty 

Sif^nature 
f>eorK<‘  Atlams<in 


Pr«vi«w  Outiinat 


(I)  Minder,  cert.inily,  utinnsplieie,  xitii.iliini,  dinie  (2)  Hule,  oiilpnt,  ordin.irily,  9 
li  you  wixli,  alliHliiiK.  xii|>erMxor.  I 


portant  as  eiiKiiM-eriiiK.  law,  and  the 
other  proh'xsions. 

And  to  acliM've  professional  stains 
in  a  fiehl  as  iinmensr*  and  cmnph'X 
as  «»nr  l>nsin<‘ss  s<xi<*ty,  tin*  individual 
will  probably  specializr*.  Thus,  we 
bave  acxfrnntaiits,  lawyms,  sr*cre- 
taries,  business  and  crrinmr'rcial  teach¬ 
ers,  statisticians,  administrators,  and 
so  forth.  Kr*«*p  in  mind,  Iniy- xwi: 
We  are  not  tin-  only  professirMi  that 
spr-ciali/Z'S.  Ora*  need  only  note  the 
Kreat  nninlNT  of  civil,  chr'inical,  aero¬ 
nautical,  am)  miniiiK  eiiKineers;  or  the 
Keneral  practitimiers,  tlu*  surneons, 
chiropractors,  chiro|XKlists,  and  others 
(incliidiiiK  nnrsc's)  in  medicine. 

(The  \eoj)hyte  stirs  in  his  chair.) 

.Now,  bold  yonr  horsc-s,  scni-let 
iiH*  K<*  j'ist  a  little  further. 

If  yonr  students  are  not,  to  a  cer¬ 
tain  deKr<‘c*  at  l<*ast,  “business  edn- 
catc'd,”  see  to  it  that  it  is  not  yonr 
fault.  Von  meiitioni'd  that  yonr  stn- 
(h'lits  l.ikr*  shorthand,  iMKrkkeepiiiK, 
bnsiiM'XS  law,  and  other  subjects.  That 
is  all  to  the  K'xxl,  so  far  as  yon  bavr* 
Kon«‘.  but  to  Im*  regally  “business  edn- 
cat(‘d,’’  von  must  have  one  more  in- 
Krc'dient— yon  know,  son,  like  addiiiK 
onions  to  the  laa-f  sti-w?  W'illionI  the 
onions,  yon  don’t  bave  la-cd  stc*w.  And 
without  *co-ordinated  iiork  exuer 
ienre,  yon  have  |M*o|)le  vxbo  are  “bnsi- 
nc*ss  c'dncated’’  to  a  deKiee,  bnl  with 
a  lot  to  Im-  desired. 

And  keep  this  in  mind,  son.  If  vonr 
school  c/oe.y  have-  a  cs)-o|M-rativ<*  work 
(iirricninm  in  effect,  are  the  students 
la-inK  projM-ily  snpc-rvisc-d  while  ibex 
are  on  the  job?  Is  anyone  sc-eiiiK  to 
it  that  they  apply  classroom  tliisiries 
and  techni(|nes  to  the  office,  or  wliere- 
ever  they  work,  and  t-icr  versa?  Is 
the  work  exiH-riencr  K"inK  on  in  the 
area  in  which  they  are  interesli-d,  or 
in  winch  they  n<*«*d  c-xperiencci  or  is  it 
bnsyw'ork-W'rap|)inK  packaKes  by  tin- 
hour,  or  washiiiK  windows,  or  drinkiiiK 
(aikt-s  at  the  nearest  smla  fountain 
when  the  co-ordinator  or  the  Iross 
isn’t  around? 

Son,  we  ne«-d  thr-sc-  stndc-nts  \«*r> 
badiv  as  part  of  the  Kr<’^i»K  work 
staff  that  the  bnsint*ss  world  demands. 
Hot  biisim-ss  education  d(M‘sn’l  simpiv 
consist  of  KiviiiK  the  student  a  few 
conrsc-s  and  .sayitiK,  “Now  yon  are 
’business  educated,'  ”  or  cryiiiK  over 
spilt  milk  by  moanioK,  “What  a  mess 
wf’ve  marie  of  tbiiiKs.”  Yon  must 
reali/j*  that  compariiiK  a  liiKh  scIkm)! 
.stiidr-nt  tir  a  “business  r-rincatr-d”  |M‘r- 
son  is  like  compariiiK  a  practical  nurse 
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t(i  a  clfK-tor.  'Hm*  lattrr  two  work,  at 
tiinrs,  ill  the  saint*  IniildiiiK.  ttic  hos¬ 
pital,  hilt  tht*  rt'st'mhlaiK'e  prattically 
ftitis  there.  And  so  it  is  with  onr 
hit'll  sehotd  hnsiness-eihieation  stu¬ 
dents. 

Now',  win,  let’s  net  a  eomprt'hensive 
view  tif  onr  “hnsiness  ediicatetl”  |H*r- 
son  as  he  slumUl  exist— as  we  wtMiltl 
like  him  to  exist;  then,  assnininn  that 
the  old  axiom  “If  etpials  are  addeil  to 
etpials,  the  sums  are  I'tpiar*  still  holds 
true,  we  ll  know  what  hnsint'ss  ednea- 
tion  really  is. 

And  if  you’re  worried  alMiut  my 
not  lettinn  yon  talk  very  nnich,  stin— 
shiK'ks,  thf're’s  plenty  ol  time  for  that. 

Hnsiness  education  is  that  education 
which  matures  a  |M-rson’s  mind,  de- 
M'lops  his  character,  and  so  iM*rmeat«*s 
him  that  p(‘ople  and  hnsinesses  are 
williiin  to  pay  a  price  to  have  him 
help  them  solve  their  hnsiness  proh- 
lenis;  and  s(K'iety  will  trust  him  with 
its  hnsiness  prohicms,  nimh  as  it  trusts 
its  doctors  with  its  medical  prohicms, 
hecaiiM'  of  the  (pialities  that  hnsiness 
education  has  instilled  in  him. 

Hnsiness  education  is  that  dynamic, 
healthy  outlook  on  life  which,  thon^h 
stable  and  consr-rvative,  is  nevertheless 
progressive  and  ^ives  a  person  a  sense 
of  realism  that  helps  him  coniorm  to 
basic  concepts,  yet  leaves  him  an 
individual  free  to  employ  his  native 
nitelli('ence  and  iniaKination. 

Hnsiness  education  is  a  conci‘|)tion 

of  the  basic  hnsiness  fnn<lam«'ntals  of 

-  •  »• 

oiii  svstem  develoiM-il  to  such  a  decree 
as  to  allow  the  individual  to  partici¬ 
pate  actively  and  intelligently  in  a 
thosen  area. 

Hnsiness  edination  is  work  experi¬ 
ence  that  has  lielfM-d  to  develop  the 
individual  further  in  all  these  areas. 

And  hnsiness  education  is  a 
blended,  co-ordinated,  |M*r.sonali/etl 
<*nd  priNlnct  of  all  the  alMivi*  elements 
.See  what  I  mean,  son?  ,\nd  I 
Ix-lieve— I  Anotc-that  it  is  an  exciting 
life.  Hnsiness  kci'ps  tin*  life  IiIcmmI  of 
.America  pninpitiK.  It  knows  no 
Ixamdaries  and  covers  all  facets  of 
onr  life,  from  the  threat  corporations 
to  the  small  country  stort's. 

( hill  f)ij  luni ,  t/ie  poor  Srofihijti;  f.s 
firriim  iHivt-iuisIc  (Um  ri  thr  corrulors, 
srrkiiin  asijlum  ol  rtrnj  cinncr.  Hr 
ran,  hittirtrr,  liror  Otol  torrrnliol 
onlhiirsl  os  ihr  Dortm  rotiliniirs, 
quilr  u  illtoiil  fiolu  iiif'  ihr  Im  k  of  on 

OUflUoT.  ) 

Why,  vin,  ev**r>lKHly  neerls  some 
biisiiK'ss  education! 


SHORTTKAND 
CORNE3R 

LYDIA  SUTTON  HIGH  SCHOOL  OF  COMMERCE.  DETROIT 

With  tummor  almost  hero,  there  is  little 
w**  can  <lo  to  improve  onr  pr«*sent  shorthanri  cl.isses.  We  c.m,  howev»*i, 
r«'vi<*w  onr  aci‘omplishm«*nts.  How  has  the  >c.ir  lK*«*n?  (axal  hot  not  p<  rf**i  t, 
i-h?  (dicer  np,  there’s  alw.ivs  rcMim  lor  iniprov«*ment  in  one  ar«M  or  anothci. 
la*t’s  liMik  lor  some  hclplnl  irh-as.  I'irst,  havr*  we  followr*<l  tiu*  directions  in 
the  teacln*rs’  handbiHik;  Did  wc  consult  with  other  tc-achers?  l)i«l  we  rearl 
onr  ni.i^a/ines  btithlnlU?  Did  we  develop  well  planned  lessons? 

perhaps  yon  did  all  this,  bnt  the  results  wrae  just  not  satisfactory. 
I.nckily,  vacation  time  .dlows  ns  to  re-»*valnat«*  tin*  past  year.  Kvr*n  on 
stimnlatin){  trips,  tin*  te.uhei  in  ns  conn*s  out  at  nin*xpr*ctcd  moments.  While 
cont(*mplatin^  the  sp.irklin^  (Ke.ni  or  icy  mountain  tops,  we  suddenly  have 
a  Hash  of  enlir{htennn*nt.  .Another  ptobh  in  solv«*d! 

Snmm**r  rc'laxation  m.ikes  improvement  possibilities  seem  unlimited;  any 
^n.il  sei*ms  (*asily  attainable,  il  only  wi*  had  t.iken  tin*  tinn*  last  y<*ar  to 
riford  these  sninniei  ins|)ir.itions.  the  st.irt  of  this  y«*.ir  would  havi*  Ixeii 
excitii!)^  and  stiiiinlatin^.  .A  stininlat(*d  t«*achei  finds  her  attitude  rcll«-ct<  d 
by  an  ah'rt  and  ea^er  cl.iss.  MiKht  not  thesr*  snmmcr  nights  In*  a  uinhI  tinn 
to  or^ani/.(*  priN  ednres  ainl  to  assembli*  sonn*  of  the  e<piipiin*nt? 

’I'ln*  fortunate  tear  her  is  the  oin*  who  has  tapr*  r«*cor(h*r  «*i|nipment.  I 
la-lieve  that  tin*  teacln*r  who  can  sit  at  ln*r  dt*sk  anri  taki*  tin*  ilietation 
alon^  with  the  stinleiits  is  an  inspiration,  althon^h  soon*  |H*oph*  rlisa^ir'i*. 
.At  times,  tin*  teacln*r  miy'ht  writ«*.on  tin*  blackiNiard  in  order  to  l«*t  tin* 
class  ri*ad  her  notr-s.  If  tin*  school  cannot  liny  comiin*rcially  prepar«*rl  ta|M*s, 
sin*  can  l(*arii  the  tcchni(|in*  of  iisin){  tin*  machine  to  ri*cord  ta|N*s  In’rself 
it  diN'sn’t  taki*  lon^. 

H<*cords  are  also  a  ^rr'at  ln*lp.  I'hey  can  lx*  nseil  in  class,  bnt  tin* 
;;reat<*st  lN*nefit  is  ^.lined  when  tin*y  can  lx*  t.iken  home.  Most  h^^h  scIxniI 
te«*naKers  havr*  record  play«*is,  and  any  woik  tln*y  c.iii  do  at  home  is 
esp<*cially  Ix'lpfiil.  .ScIxniI  librarir'S  conirl  strxk  sr*vei.il  sr-ts  anil  allow 
tln*m  to  lx*  tak(*n  honn*.  In  sevi*ral  yi*ars  of  iNiriowinu  rr*cords,  my  students 
ha.vr*  brok(*n  bnt  one  ri*cor<l,  and  this  w.is  r  heeifnily  paiil  for. 

Reports  from  secretaries  .irr*  wnrth  whih*.  In  i'V(*ry  r  l.iss,  sixneoin*  h.is 
a  secretarial  frietxl  who  can  ^ivi*  him  information  to  brin^  to  cl.iss.  ’Ibis 
information  should  cov«*r  <lnti<*s,  advancril  study,  |x*rsonal  i|n.ihti«*s,  anil 
other  fac<*ti  of  tlx*  secretary  and  her  work.  Kirst-h.ind  ie|M)rts  from  con 
tem|Hiraries  make  .1  more  lasting  im|)ression  than  "teacher  says.’’ 

SiiKKcsted-lint  not  rer|nired-readin({s  m.iy  lx*  selected  from  current 
ma({a/.in(*s.  Six  h  .1  list  should  lx*  |xisted  on  tin*  bnlletin  Ixiaril.  'rixxis'li 
only  one  or  two  students  may  do  much  of  tlx*  reading,  the  vit.d  inform.i- 
tiori  nsnully  finds  its  way  aronnd  tlx*  class.  In  tin*  inaKa/ine  field,  a  sob 
vription  to  Tmloif’s  Srrrriorij  is  an  asset  for  advanced  chisses.  ’I’lie  articles 
.ire  fine,  anil— more  im|xirt.inl-lhe  vix.ibnlary  of  the  shorth.ind  rn.iteri.il 
stimulates  an  interest  in  words  and  tln-ir  nieanjiii^s. 

Wall  pro({ress  charts  that  indicate  .leciir.icy,  rate,  or  priNliiction  rn.iy 
also  iricri*ase  interest.  Aloii).;  the  s.iiin*  litx*,  the  ( he^(;(  Awards  pro(;r.im 
keeps  alive  the  sear  lonn  a  desire  for  irn|iiovement  .n  spellin((,  vixabnlary, 
^  piinctiiatiori,  typing,  S|x-ed,  .'iccnr.ii*y,  eti*. 

i  Finally,  students  are  often  interested  in  learnint;  about  |x*ople  who  in.ide 
?  their  start  in  the  field  of  shorthand.  (.See  paj^e  ftj,  April,  HF.W.)  We  did 

i  this  with  hx  al  lelebrities  once  and  enjoyed  the  ar  tivity.  Six  h  projects 

»i  t.ike  tiiiM*  to  oiti.iiii/e,  bnt  once  started  thev  dern.ind  only  . a  control  of 

%  enthusiasm  and  .1  limitiniK  of  in.ileri.il. 

I  (Kill roll’s  Nirii  litis  is  Mrs.  Snllons  losi  "Slnnlhoiul  (lorurr"  rnlumu  for 

1  hl.W;  shr  tiill  rrlin  loir  ifiis  i/ror  Hrodris  11  ho  hoi  r  shorril  our  rufoiftnrnl 

of  hrr  rolurnns  11  ill  11  r'rr  surr,  join  ns  in  rxprrssiiif'  ofifirrriolion  oinl  u  ish- 
iiifi  hrr  aril.) 
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ln«xp«ntiv«  bibliography.  I  rfcmlly  read 
;i  irvirw  of  a  now  l>«>oklot,  “Hililiography  of  Froo  and  ln<‘X|M*nsjvi‘ 

MaloriaU  lor  Kc-onoinii-  ImIik  alion.”  For  a  roally  tornplHo  list  of  liasic 
Inisini'ss  «*diu alion  inaIrriaU,  this  is  it.  'I'liis  is  tlio  third  yi-ai  llial  llio 
foint  (!onn<-il  on  iusinoinio  F<lii(ation  has  prinlod  this  hihlio^raphy.  I.istod 
aro  hiindtods  of  ontircly  now'  tillos.  I'ho  IxMiklot  consists  of  two  parts.  In 
iho  first  part,  painphlots  aro  lislod  nndor  thoir  issiiiiiK  U)^oncios,  so  that 
iho  roador  may  idontily  tho  pamphlots  according  to  tho  s<-i)iN)l  of  tfioii^ht 
titat  th<'  issiiiiiK  or(4aniAition  roprosr-nts.  'f'ho  socrmd  part  contains  a  descrip¬ 
tion  of  tho  nonprofit  or^ani/ations  issuing  tho  patnplilot,  thoir  piit'[)os4‘, 
pliiloso|>hy,  and  piihlir  ations  pro(irain.  'I'ho  InMiklot  is  only  .50  c«‘nts. 

Another  toachin)<  aid  available  from  tho  Ooiincil  is  *‘f)iir  (irowin^  Amer¬ 
ica’'  (  1050),  'I'his  is  a  color  filmstrip  that  contains  150  frames  and  a  Ixark- 
lot  with  an  Jicc<mipanyin){  narration.  'I'ho  filmstrip  doscriln's  tho  American 
economic  system  in  terms  appro|)riato  for  liiKh  sch<H>l  and  collo^o  levels. 

It  costs  $15.  Ifetpiest  a  (s>mplete  list  of  this  orKani/.ation’s  economic  ma¬ 
terials.  Adtiress  yonr  request  to:  'Joint  (anincil  (*n  Fconomic  F.dncation, 

2  West  10  .Street,  New  York  .'10,  New  Yoik. 

Businsst  boolcivtt.  Four  new  pnhiications  iM-rtainin^  to  hiisiness  manaKe- 
ment  and  industry  may  Im*  retpiesled  from  F.  I.  Dii  1‘ont  Do  N<‘monrs  and 
(Company.  I'lihlic  llelations  Department,  Wilmin^toti  OS,  l)«-l.iware.  'I'hey 
are  “'I'he  Story  of  Fife  in  a  Far^e  Oorpoiation,”  “'I'he  Story  of  'raxes,”  "Tlie 
Story  of  Ihisiness:  Dirue  and  Small,”  and  “'I'he  St<*ry  fif  .Science  in  In¬ 
dustry.”  You  will  find  them  all  useful  in  your  intriHluction  to  hiisiiu'ss 
classes,  .Ml  ar«*  free  in  siimle  copies. 

Typawriting  gam*.  Typalot”  is  a  tyiM'writer  letter  ^ame  to  Ik-  played 
alter  the  student  has  learned  tin*  keyhoard.  It  may  Im*  used  either  to  break 
monotony  or  to  motivate  your  cl.iss.  It  is  also  a  kimmI  way  to  fin«l  out  if 
the  keys  really  have  Ih*<‘u  leariu'd  or,  if  not,  to  reteach  the  keyboard 
through  play.  'I'he  name  was  deveh»|M*d  by  Kli/alM*th  (Qualls,  a  business 
teacher  at  I'aiker-Cray  l(i«h  ScIkk)!,  Alexandria,  Vir({inia.  It  can  Ik*  played 
hy  as  many  us  I  t  students.  It  uses  Ft  "lotto"  c-ards  and  ftO  dists.  Order 
<iii(*ctly  from  Fli/.alM*th  f.)ualls,  SYO  Division  .Avenue,  N.K.,  Washington  9. 

Corr*tpond*nca  foldart.  A  s(*ries  of  ei^^ht  fold(*rs,  each  on  a  separatr* 
topic*  rel.itinu  to  husinc‘ss  coiM*spondenci*,  h.is  lM*en  written  hy  ilomi*r  F. 
t'ox.  It  is  distrihut<*d  hy  the*  N.itional  .Sm.dl  Husinessinen’s  .AsscM'iation, 

HOI  lOth  Slrec*t  Huildin){,  N.W.,  Washin^tem  0,  1).  il.  S<»me  of  the  title’s 
an*;  "CopiiiK  with  (aMn*s|Mindc*nce,"  "The*  A’aliic*  of  I’ositive  'I'hinkin^.” 
"Habit  Writing."  “DaiK  Sc*ntc*nces  ('an  ,Sc*ll  You  Short,”  and  "(ummI  (a»n- 
ductors.” 

Economic  Education.  I'or  a  list  of  matc*rials  on  iH'onomic  <‘ducation,  write* 
to  'I'he  Foundation  for  F,conomic  l‘alu( .itjon,  Inc.,  Irvington  cMi-liudson, 

N<*w  York.  'I  hi*  Foundation  publishes  a  variety  of  iMMiklets,  p.imphlets, 

.ind  inaKa/ines.  "Kconomics  in  One  ia*sson.”  hy  Henry  Ha/litt,  has  Im-oii 
published  in  a  [Ma  ket  i*dition  and  is  available  at  the  price*  of  three*  copies 
lor  ■$!.  I  he  l''ouudation  aUo  issues  a  monthly  journal,  The  I'rcrmaii,  which 
will  Im*  sent  le^ularly  aftei  a  written  rei|uesl.  .An  annual  siihscription-elona- 
tioii  of  $.5  or  moll*  is  .i  sutt^estion  hut  iM»t  >i  ii  i|uirement.  Al.my  of  the 
aitiiles  from  1  he  Treetiuttt  are  ollered  as  reprints.  'I'lii*  Foundation  .ilso  _ 

conducts  fellowsliips  in  husiness  eaeh  \ear.  Write  to  W.  .\l.  (aiitiss,  at  the  | 

.iImivc  addiess,  lor  details  alNiiit  this  summer  fellowship  and  alMMil  any  j, 
.idditional  information  that  you  may  desire.  ^ 

I  I  iw— |i  "I  win  . 


"DIRTY''  ASSIGNMENT 

(C’liutintwd  frorri  imur  2h  > 

out  of  si^ht.  In  class,  pa|M*rs  we*re 
e‘XchanKed,  and  e-ae  h  student  checked 
to  si'C  whether  the  answe*r  key  pre- 
pari'd  hv  hi.s  classmate  was  ci)rrt*ct. 

,A  spirit  of  rivalry  arose*,  lM*caus<*  no 
one  wanted  one  of  his  p«*e*rs  to  find 
him  in  the  wronK-  By  the  end  of  three 
wee*ks,  students  had  probably  done 
more  work  with  the  fundamental  pru<-- 
esse*s  irf  arithmetic  than  ever  lM*fore 
in  their  livi'S— and  with  much  more 
fun.  We  had  usi*d  }iori/.ontal  and  ver¬ 
tical  additions  and  stiht ructions,  and 
we*  had  r(*acheel  a  la’tter  understand¬ 
ing  of  many  husiness  terms  than  ever 
iM'fore. 

•  .Another  very  important  are*a  of 
misunderstanding^  can  Im*  in  the  matter 
of  Kradin^  horm*work,  recordinjj  crf*eht 
for  work  done,  and  final  averat^in^. 
Homework  is  often  a  headache  to  the 
teacher  as  well  as  the  student.  I  fi*i*l 
dee-ply  conee*rned  aluMit  this.  Some- 
teachers  feel  that  they  must  ({rade 
e*ve*ry  home-work  pa|M*r  handed  in.  To 
me,  this  is  a  tremeniloiis  waste  of  time 
and  ener){y,  an  almost  su|M*rhuman 
task  that  rnake-s  the  math  te*ache*r  a 
driid^f*.  Fe*w,  if  any,  students  make* 
any  constructive  use  of  the  pa|M*rs  re*- 
tiirned,  their  ultimate*  e*nd  is  the  waste- 
haske*t-so  why  not  put  them  there 
at  onee*':*  In  fact,  why  KO  over  them 
at  all,  since  much  of  the  work  turned 
in  is  not  done*  hy  the  stiide-nt  hut  hv 
some  friend  or  niemlM*r  of  his  family? 
(In  regard  to  this  iMiint,  let  me  say: 

I  feel  that  some  ^oimI  is  done  even 
when  a  student  topies  some  other  per¬ 
son’s  work.  \\'e  learn  to  do  hy  doin^, 
and  if  a  stiide-nt  el<N*s  no  more*  than 
copy  the*  corree-t  ine*th(Ml  anel  solution 
ofte*n  euou^h,  he  inav  h*ani  soine-thiiift 
alMiiit  the*  fundame*ntal  preae-sse's.) 

How,  the*n,  e-aii  we*  Im*  f.iir  to  all? 
I  finel  that  this  ^raeliiiK  plan  works; 

(  I )  (aille*ct  e*ve*ry  assi({nmi*nt,  hut 
only  afte*r  the*  prohle*ms  have*  Im-cii 
W’orke*el  out  on  the*  chalkiMiard,  e*ith<*i 
as  a  ele-rnonstratie/n  hy  the*  t<*aehe*r  or 
as  inelivielual  stude-nt  assi^nme-nts. 

(2)  Cive  fre*<|ue*nt  short  te-sts;  t(raeh* 
e*ach  l)a|K*r,  anel  re-turn  the*  pape*rs  to 
the*  stiide-nts.  (We*<*kly  t<*sts  will  nive* 
the*  la-st  re*sults.) 

(.3)  De*ti*miine*  averaye*  eir  ”e*sti- 
mate'el”  marks  hy  averaKiiiK  the*  .short 
te  sts,  the*n  (uUlinf’  te>  thi.s  average*  any 
cie-eht  feir  home-weirk  turn<*d  in  anel 
.suhtruetinn  lor  home-weirk  not  haneh*el 
in.  Of  ciMirse*,  the*re*  may  Ik*  a  jM-r 
li*clly  sahd  re*asem  why  e*\i*n  a  ^'xxl 
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>tii(l(*iit  uill  not  turn  in  homework  u 
lew  times  <lntin){  a  <|narter  or  a  ten- 
[kthmI.  a  M'lisihlc  selieme  should 
Im*  s<-t  ii|>— s<ime  sort  ol  slidin)^  seale 
Irom  a  hi^h  ol  "pins  10  points"  to  a 
low  «)f  "minus  10  points”  i  the  latter 
lor  the  |x*rsistent  "(h)  nothin^"  nuMii- 
Ix-r  ol  the  class).  'I  his  system  slatuld 
lx-  tairly  Hexihle,  so  that  it  (lo«*s  not 
penali/.e  a  student  who  has  lM*«'n  al>- 
s<*nt  for  a  week  or  two  on  account  of 
illness,  provid<‘d  he  c.m  pass  his  tests. 
(In  practice,  I  never  reijuire  a  student 
who  has  lM‘en  ill  to  make  up  assign¬ 
ments  if  he  can  pass  tin-  tests  niven 
while  he  was  absent.  It  shoidd  lx*  his 
res{x*nsihility  to  find  out  the  areas  of 
w«)rk  we  hav«*  covererl  and  tak«‘  any 
tests  he  has  mis.sed.) 

•  A  radical,  hut  helpful,  tcchnitpie 
is  to  excuse  any  student  who  pass(*s 
his  w«*ekly  test  with  a  00  or  better 
from  handing  in  homework  until  the 
next  test  is  taken  and  the  results 
known.  It  is  up  to  the  student  to  lx- 
sure  that  he  learns  how  to  handle  the 
work  cov«‘red.  He  is  welcome,  il  he 
wishes,  to  turn  in  the  work  and  ^o 
over  it  with  the  teacher  t«)  sr-ttle  any 
((iiestions  he  may  have;  in  such  u  case*, 
he  may  lx-  >4iv«-n  extra  credit  lor  pre- 
parin)4  the  work. 

•  Another  radical  approach  is  to 
.tilow  students  to  work  toj^ether  fliir- 
iny  the  work  s<*ssions  of  the  class  |x-r- 
i«M*s.  In  the  coursr-  of  these  sr'ssions, 
students  «)ften  teach  each  otlu-r,  for 
they  frequently  arKue  alxmt  metlxxls 
to  he  us<‘d  and  sometim<‘s  have  to  c-ome 
to  the  instructor  as  u  resource  person. 
'Fills  techniipie  has  one  obvious  (and 
sometimes  seri(His)  drawback;  the  in¬ 
formal  ap|X'arance  of  the  ciassnxim 
and  the  hii//  of  conversation  may  hxil 
some  sup<-rvisors  into  b'eliiiK  that  no 
work  is  Ix'inK  dotx*  or  that  work  is 
Ix'iiiK  done  improperly.  Most  sup4*r- 
visors  are  willing;  to  aloiiK”  with 
an  instructor  at  least  lon^  eixMi^h  to 
find  out  what  results  can  lx*  obtained 
in  this  way.  The  alert  teacher  will 
lx*  careful  to  halt  any  prolonged 
"visiting  mate  lies,”  or  sessions  relating 
to  other  to|)ics,  Ix-fore  an  impassi*  is 
reached. 

Some  of  you  business-arithmetic 
teaehers  must  lx-  usin>t  othc-r  dc'vic-«*s 
to  challenge  your  students  to  (greater 
.iceixnplishment.  (iaii’t  w«-  sex*  some*  of 
thc'V  in  print?  \V«*  need  to  bleak  down 
the  fix*lin((  that  business  arithmetic  bas 
some  of  tlx*  characteristics  of  a  "dii1v 
job,”  and  build  up  the  fet*lin({  that 
it  is  a  challeiiKe  as  any  new  topic 
should  lx*— to  a  class. 
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I  "Sumer  is  icumen  in,  Lhude  sing  cuccul" 

—.so  runs  .in  old  l‘'ni;lish  sony,  .iiid  “Ijiiid  sinj;  all  teachers,  say  I  in 
letiitn.  Show  me  .i  te.icher  who  d<x  sn  t  wficonie  the*  c  h.iliUe  ol  p.icc*  tli.it 
r  summer  brings.  In  Inn*  with  tli.it  "A  Hole*  Is  lo  Di^  sse  talked  alxiut  .i 
tsiiiplc*  ol  months  .ino,  we  te.ichers  miv^lit  s.iy  that  'Summer  Is  lo  Din. 

I  tiMi  into  .ill  sorts  ol  pl.ic«‘s  and  thini^s.  For  inst.iiKi*: 

Sinnnu'r  i.v  to  ilin—nittt  the  rtirlli  I  mean  this  literally.  I«*.icheis 

do  it  ill  do/.ens  ol  ways;  with  a  tiow<*l  into  their  llowc*r  beds,  or  W'lth 
.1  hoe  into  th«*ir  t.ible  ^aldens;  with  ;i  pic  k  and  shovel,  out  pros|M*ctinu 
(a  siirprisiiiK  nuiiibei  o|  t«*;ichers  do);  with  a  scrub  bucket  into  the  winters 
accuiniil.ition  ol  urime  on  the  b.ick  porch  ("(axid  eaitli,  ind»*«*d!  someone 
snorts.);  with  their  toes  into  the*  s.ind  on  a  strip  ol  lx*ach,  with  a  sp.nh* 

Ix'iieath  an  overtiiined  loj^,  se.irchin({  lor  b.iit;  with  a  noil  club  not  texi 

••xpertly  swiinn  i  Kindly  repl.ue  .ill  divots!);  even  with  schol.irly  linners 
into  iindistiirlx'd  dust  c*overmn  some*  precious  volume  d*  «*p  in  the  diiiiKeons 
ol  a  library.  Dinni'in  i'lto  tin*  e.uth  in  any  ol  these  ways  is  a  line 

Jreh’ase  lor  tensions  lor  foinettinn  |x*ttiness,  <md  loi  e.isinn  worries. 

Stitntnrr  is  to  (/in— into  farati  aij  plan’s.  You  lucky  ones  alxmt  to  trav«*l 
this  summer,  h.ive  fun!  .Ainl  din  rleep  into  thinns  besid«*s  your  n'lhh'li^^^'ks, 
your  iMxketlxioks,  .md  tin*  iisu.il  tourist  s|xits.  Din  deep  into  folklore 

and  customs,  into  iinderst.indinn  and  appreci.ition,  and  into  Iriendships. 
J!  Htinn  back  more  mi.ines  in  your  mind  than  you  do  on  your  color«*d  slirles 

I  imanes  of  those  int.mnibles  that  cannot  lx*  photonr-iphed  with  a  cameia. 

Summer  is  to  dig— into  knowledge.  This  means  vi.i  the  summer 

scIkxiI  routc*-or  on  your  own,  vi.i  travel,  iese;ir«  h,  r*t<*.  Hut  however  you  do 
It,  the  inscriptions  .leross  the  lay.ide  of  tin*  library  at  tin*  University  of 
(.'oloiado  are  lor  \ou.  .\lxive  tbe  outer  pill.irs  is  laivc-d.  "Who  Knows  Only 
His  Own  (ieiK'r.itioii  Heniains  .Alw.iys  a  <  liild ',  and  alxive  the*  dixirs  Ix-hind, 
“Kilte  r  Now  tin*  I  imeh-ss  K<*llowship  o|  tin*  Human  Spirit.” 

Siimnirr  is  to  din- into  tnrtulinu  All  suits  of  things  don’t  ^et  nn*nded 

I  all  wint«*r:  c*ovei*.  on  Ixxiks;  torn  file  folders,  sexks  and  blue  j<*.ins,  s4*ams 

and  sails  on  a  bo.it,  .i  hole  in  tin*  sc*rf*<*n  w In-re  the  do^  pushed  throut.(h, 
str.iiin*d  or  in*ule(ted  r«*lationships  with  fellow  cieatur«*s,  lx*  they  l.miil> 
friends,  tradesmen,  or  administi;itiv«*  Ixxlies;  <*.ire<*rs,  l.unily  or  |x*rvm.d 
linanees;  and  most  dilfieiilt  ol  .ill,  a  way  ol  thinking,  or  <*ven  id  liviiii^.  A’es, 
if  v.diies  need  .i  bit  of  p.itehiii;^  up,  summer  is  tin*  time, 

Siitntnrr  is  to  ilin—into  creutii  e  thiiikinn.  I)iu  deep  into  your  own  Uiay 
matter,  into  tin-  iilx-r  of  your  heart  and  soul.  Hemenilx*r  that  little  formiil.i 
for  ( rf*ative  thinkin)^  .inalysis,  evaluation,  im.iKiiiation,  and  I’xeciition? 
And  the  five  steps  that  no  with  it?  Think  alw.iys  on  the  brinht  side,  con¬ 
structively  rather  th.in  destriu  tively,  deeply  r.itln-r  th.in  superficially, 
realistie.dly  and  pr.n  tieally,  .ind  one  problem  at  a  time.  .Summer  is  a  fine 
tune  to  come  up  with  new  ide.is  .ind  to  re-ev.ilii.ile  old  ones. 

Sntnint  r  is  to  din  into  introspn  tiini  and  sflf  aiuili/sis.  Wh.it  sort  ol 
teachinn  job  did  I  do  this  p.ist  ye.ir?  .Am  I  slipping  or  I 

really  enthusiaslie  .ind  optimistu?  .Am  I  keepinn  an  o|x*n  mind  in  the  face 
of  all  the  furor  .ilxiiit  tixl.iy’s  vinxils?  Am  I  doing  ,iriy  const riietive  dis 
.semination  of  "NMi.it's  rinht  with  our  edination^'' 

Yes,  summer  is  to  dig  into  deep,  vilt  pillows,  into  sheer  l.i/iness  a  part 
of  till*  time;  intn  fun.  rel.ix.ition,  ;ind  l.uinhler,  into  new  Iriendships,  into 
new  fixxls  (to  het  k  with  the  Diet  this  is  vae.ition);  into  h.i|ipinesk,  into 
sc*rv ice- into  wh.<fever  if  is  th.it  you  most  need  or  want  to  do,  what  you 
didn't  get  to  dig  into  all  winter. 

'I  o  a  of  y  11,  wh.itever  you  find  your  own  “Summi*r  Is  Fo  Dig  Info,” 
h.ive  a  woriderlnl  tune  digging' 
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TTIJ.  TKYINC;  TO  FIND  a  lioh- 
hy?”  Miis  SiiiiiriK  asked  Jane, 
wild  M’lnoved  her  hat  and  ttloves  with 
a  rather  annoyed  haik  on  her*  face. 

“Ye*,’*  Jane  siKhed,  “hut  I’m  ready 
to  Kive  up,** 

For  the  past  five  months,  jane 
Adams  had  In'cii  trying  to  find  a 
hohliy’*'  th.it  would  |(ive  h<‘r  something 
to  do  after  she  finished  a  day's  work 
at  Sloan  I’lihlishitiK  (aanpany.  Her 
joli  as*  werHury  to  the  piihlisher  was 
exeitini{  and  ehallenginK-hiit  when 
she  went  home,  there  wasn't  iiiiieh 
to  do. 

jane*  helped  her  two  rrMiinmates 
elean  the  apartment  they  shared  in 
the  hiK  eity.  Oeeasioiially,  she  went 
to  the  theatre^  with  them.  Tli.it,  how- 
eviT,  wasn't  enoiiKh.  jane  wanted  to 
do  somethin({  creative.  F.ven  jane's 
I'oworkers  and"  rtKnnmales  were  at 
the  |Niiiit  of  exas|>eration  after  th<*y 
had  vainly  siiKKcsIed  several  hohhies. 

Miss  Simms,*  who  edited  one  of  the 
women's  maKa/.ines,  had  siiKt^estinl 
ermhetiiiK.  jane  had  tried  that  for 
one  w'tH*k. 

"I'm  just"  not  talented  in  that  ilirei-- 
lion,"  jane  had  crieil  aft<*r  lantilin^ 
cotton  thread  around  ni'islles  and 
eomiiiK  out  with*  nothin({  hut  knots. 

Kveii  Mr.  Sloan,  the  puhlisher,  had 
jolneil  in  "Pnijift:  llohhy  for  jane." 
He  had  attempted  to*"  Interest  her  in 
oil  paintiiiK.  Hut  all  jane  had  suc- 
ciH‘d(Hl  in  doiiiK  was  to  smear  |)aint 
all  over  herself. 

Sewing, painting,  ceramics,  piano 
playing,  knitting  —  all  resulii'd  in 
frustTatjon.  It  wasn't  that  jane  isiuld 
not’*  uiKlerst.iiKl  the  simple  instruc¬ 
tions  given  for  novic(*s:  it  was  that  her 
fing(*rs  w<*reu’t  nimhit*  enough  to’*  «lo 
what  she  wantetl  them  to  do.  She 
liietl  reading,  hut  she  did  enough  of 


that  on  her  joli.  She  certainly  wasn’t’* 
interi'sted  in  the  s|K)rts  of  fishing  and 
hunting  that  (mi  of  thi*  junior  execu¬ 
tives  had  jokingly’*  suggesl(*d.  jane 
was  ‘disgusted,  and  her  friends  had 
given  up  trying  to  find  her  a  suitahU* 
hohhy. 

That  was  the’"  reason  that  Jane 
was  so  anno><'d  this  morning.  SIh*  had 
s|>cnt  the  past  evening  watching  tele¬ 
vision.  She  would  rather’*  have  done 
something  active,  not  just  watch 
oIIkts  |M‘rform. 

Miss  Simms  watched  jane  com|)ose 
a  letter  for  .Vir.  Sloan.  She  admires!’" 
jane.  Uie  young  girl  had  not  had 
much  exiM'riencr*  when  she  had  ciime 
to  Sloan  Pulilishing  Caim|sanv  last 
year.  But’"  jane  really  had  a  cajKicity 
for  learning  fast  and  had  iM'C'ome  v(‘ry 
efficient.  Mr,  Sloan  was  (piite’’"  pleasiHl 
with  her  work.  Even  .Miss  Simms,  who 
had  l>een  with  the  company  for  five 
years,  emdd  not  find  a  single  faidt 
W’ith  jane'**’  w'ork, 

Mr.  Sloan  hu/zed  for  Mi-ss  Simms, 
and  she  hurried  into  his  plush  private 
office. 

Mr.  Sloan  adjush'd  his  reading** 
glasses  and  scratchrsl  the  little  white 
mustache  that  was  almost  invisible  on 
his  strong,  sipiare  face. 

"Has  Miss  .Adams**  found  a  hohhy 
yet?”  he  in<piiri‘d  nonchalantly. 

"No,  I'm  afraid  not,”  Miss  Simms 
said  smiling.  "I  W'ish  I  could  help 
her**— she  hasn't  In'cn  in  the  city  very 
long,  and  it  would  give  hi‘r  something 
to  do." 

"Yes.  well,  inaylM'  soim'thing  will 
w(»rk**  out,"  he  said,  ending  the  pleas- 
antrif**  and  getting  down  to  hiisiness. 
"I  have  somi'thing  im|>ortant  I  want 
to  discuss*"  w'lth  you.  We’ll  have  a 
latard  mi'cting  in  the  morning,  hut  I'd 
like  your  opinion  first." 

That  evening  jane  w(irk(*d  over¬ 
time**  for  lack  of  something  to  do  at 
home.  .M’*s  Simms  scolded  her  lightly. 


“You  musii't  work  so  hard— all  work 
and  no  play,  you*"  know.” 

jane  smiled  weakly,  "I  know, 
hut  .  .  ,  ” 

“Yes,  yes,  you  don’t  feel  like  going 
home  and  sitting  around.” 

Miss  Simms  said  g(MKl  night  and*" 
left. 

The  next  morning,  Mr.  Sloan  call<*d 
a  laiard  meeting. 

"Do  you  want  me  to  take  notes?” 
jane  ask(‘d. 

“No,  no,  that  won’t  Ik**"  nec(*ssary,” 
Mr.  Sloan  told  her  and  went  into  his 
office. 

The  meeting  w'as  a  long  one— (jver 
three  hours,  and  Miss*’  S'mms  looked 
tired  when  it  was  over. 

“What’s  up?”  jane  impiired.  "Or  is 
it  top  secret?" 

Miss  Simms  smiled  as  though  she 
had  a  hig**  secret,  "You’ll  find  out 
iM'fore  long.” 

l„ater  that  day,  Mr,  Sloan  huz/.c'l 
for  jane  and  Miss  Simms. 

“Miss  Adams,”  Mr,  Sloan  coughed** 
and  dahlx'd  at  his  eyes  with  a  large 
snow-white  handkerchief.  “I  under¬ 
stand  that  you  have  Imh'ii  having  quite 
a  hit  of  trouhh***  finding  a  hohhy.” 

.  "Yes,”  jane  answered,  pu//.l(‘d. 

.  Miss  Simms  broke  in.  “Well,  I  think 
your  tnruhles  are  over.” 

All  this,  jane**  wondered,  just  to 
h(‘lp  her  find  a  hohhy! 

“I  won’t  keep  you  in  suspense  any 
longer,”  said  .Mr,  Sloan.  “I  have  Ijeen*" 
pleased,  m<isl  pleased,  with  your 
work.  The  letters  and  siK^eches  you 
(s>m|)ose  for  rn<*  show  a  tah'iit  with 
words.  And  your  brief  hut**  extensivi* 
ex|><*rience  with  various  hohhies  will 
prove  useful.” 

“I  don’t  understand,”  jane  said. 

"la't  me  tell  her,  Mr.*"  Sloan,"  Miss 
Simms  interrupted. 

"You  see,  jane,”  she  (smtinued. 
“Mr.  Sloan  plans  to  give  you  a  trial 
|>eri<Hl*"  as  a  re|iorter  for  a  new  ma¬ 
gazine  we’ll  publish  this  year.  You1l 
cover  exhibits  and  showings  and  wr  te 
feature*"  articles  for  the  magiizine.  Of 
(smrse  yoiill  have  to  cover  some  of 
these  showings  after  five  o’cliK-k.  But 
I’m*’  sure  you  won’t  mind— at  least 
you’ll  Im‘  doing  something  creative. 
You’ll  have  your  hohhy  ...” 

"You  mean  hohhies,”  Mr,  Sloan 
grinned.** 

“Yes,  you  see,  lane,  the  name  of  the 
new  magazine  will  l>e  //o/>/Me.s."  (H.YI ) 
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OGA  MEMBERSHIP  TEST 

Th«  Early  Bird 

I>dn  UVI)stc*r  from  a  family 

of  ten  chiidri'ii.  This  sliort,  swaitliv 
wjii  of  a  Now  Hampshire  farmer  made 
hims4-lf‘  a  national  leader,  flis  farm 
hahit  of  getting  w«irk  und«'r  way  i-arly 
in  the  day  heljM'd  tak**  liim  op  the 
roarl*  of  fame. 

KiJiir  o’elotk  was  his  favorite  hour 
for  starting  the  day’s  w«)rk.  ‘  I  never  let 
tfie  snn  get  the  start  on  me'*  if  f  can 
help  it,"  was  fiis  favorite  (‘xpression 
w'lx'n  talking  alxiiit  it  to  his  friends. 

it  is  astonishing^  the  nnmher  of 
s«  ll-made  men  who  have  Iwen  early- 
inornmg  riwrs.  Whether  from  delil>- 
erate  practiee  or  Ixvans*-'  it  was 
iiatiir.il  for  them,  iM-gnining  work  early 
ei'rtanily  assisted  in  their  i  hnih  to 
lame.  (117) 

JUNIOR  OGA  TEST 

Polite  At  Any  Cost 

A  Oalifornia  family  was  training  a 
girl  from  the  eoimtry  in  her  duties  as 
a  maid.  On  answering'  the  telephone 
the  first  day,  she  hroiight  no  message. 

“Who  was  that,  Sally?" 

“It  was  nolxxly,  Mrs.  B.dly,  jiist^  a 
l.idy  saying,  ‘It’s  a  long  distance  from 
New  York’;  and  I  s.iid,  ‘Yes,  ma’m,  it 
sure  is!”'  (.‘5.’)) 


THE 

JOB 

WAS 

PERMANENT! 


DUANE  VALENTRY 


SI  IK  WAS  rKKT'l  Y,  she  eould  s  ng, 
and  she  fi.id  had  dramatic  train¬ 
ing.  Blit  there  weren’t  any  johs,  it 
wemed,  for  an'  aspiring  singer  or 
actress 

Day  after  day  Betty  White  m.ide 
the  loiinds  and  found  joh  hunting  a 
disapiMlintiiig  hiisiiiess."  .\t  the  seven 
liK-al  television  stations  she  even  of¬ 
fered  her  viK-al  war«*s  for  $5  a  song.* 


Then  one  day  a  {x-rsonnel  manager 
asked  her  to  wait  a  moment. 

“Then-’s  a  )ob,  if  you  want  it,"  she 
was  told  after^  she  hud  waitiil  for  a 
time  in  the  reception  riMim. 

“I  want  it,"  .said  Betty,  taking  off 
her  coat  anti  gltives. 

Now^  she  was  u  girl  Friday  to  a 
disc  jtKkey!  .No  singing,  no  acting,  no 
lines  to  learn.  But  it  was  awfully 
close"  to  the  real  thing,  ft  was  a  tele- 
VLsioii  station;  and  tht're  were  hit 
recortls  to  numiM-r,  file,  and  put 
away.'  There  were  guests  to  interview 
and  hue  up,  many  of  whom  were 
show-husiness  crlehrities.  Awfully 
close,  hut  that"  was  all. 

“Oh,  well,"  sighed  Betty,  “ft  w  a 
joh." 

It  tiiriietl  out  to  Im-  svtrral  johs  m 
one,  she  siNin  discovereil.  Because" 
the  di.se  jinkey  for  whom  she  worked 
had  a  lengthy  variety  show,  it' tell  to 
liis  si-eretary  Betty"*  to  tie  up  all  the 
ends  of  th<‘  show  t  ghtly.  She  was  in 
charge  of  those  little  details  that 
didn’t  show'  iM-lore  the"  camera. 

So  there  she  was-oiie  moment  sit¬ 
ting  neatly  anti  (|uielly  at  her  dt'sk 
calling  up  famous  people'"  for  a  guest 
s|)ot  on  the  show,  the  ni‘xt  helping 
push  props  into  place  in  a  rush  for 
a  commercial.  In  general,'*  she  found 
sill*  was  a  lady  handyman  along  with 
Ix-ing  girl  Friday. 

.\t  u  radio  or  television'^  station  the 
eliK-k  is  ma.ster,  and  this  secretary 
found  herseif  always  W'lthin  sight  of 
it.  K.ieh  joh  Betty  did'  *  was  measured 
hy  tlx*  deadlines  of  its  moments  and 
seetxxls. 

One  day  it  came  unconifortahly 
close  to  show  time,  hiit'"  no  di.se  jixk- 
ey.  Where  was  he?  Betty  {luslieil 
props  and  cainx'd  guests,  aixl  still  lx* 
didn’t  come. 

“You’re  on  ..." 

M'lth  destiny  h.inging'*  on  the  mo¬ 
ment,  Betty  rusheil  on  in  place  of  the 
dis<-  jockey.  Somehow  she  managed 
to  twirl  the  records  and  chatter'*  gaily 
while  the  hands  oi  the  chn-k  went 
around.  When  the  guests  came  on 
she  treated  them  hke  the  friends  that 
most  of  them  weie"*  hy  now,  and 
s«K»n  the  time  came  to  say  gixxlhyrr. 

“Fine,"  tfx-  pnxlncer  and  direitor 
eomplimentcd  her.  “You  can  stay’"'* 
on  as  temjxirary  ilisr-  jinkey  until  we 
find  a  replac<*ment.” 

But  tliey  never  h.id  to  find  the  re- 
|)l.ieement!"'  Soon  f/is  Angeles  tele¬ 
vision  viewers  Ix'gaii  to  reali/a;  they 
h.id  a  new  |X'rsonality  in  their"*  inxlst. 
Betty’s  hri'C'/y  manner  and  easy  <on- 
versation  Ix’gan  to  ixill  advertisi-rs, 
t(xi.  Belori*  long  -.he-*  was  a  "name,” 
with  her  show  nudging  the  top  oi  the 
ratings. 

The  show  was  on  the  air  five  lioiirs 
a  <lay,  hut  in  Ix'r  "sp.ire  tmx*""*  fjetty 

hit(*  got  t'lgether  .Mth  station  m.in- 


ager  Don  Fedderson.  Togethei  they 
dreametl  up  a  situation"*  eomedy 
eallerl  “I, lie  With  F.li/alM*th."  In  this 
show  she  had  a  ehancr*  to  use  hei 
.icting  aixl  comic  ahility."*  Dn  the 
stiength  of  the  show,  Betty  was 
awarded  the  .Acatlemy  of  'I’elevision 
.\rts  aixl  ScieiK*es"‘  1952  “F.mmy  *  as 
the  most  outstanding  female  jn'isoii- 
ahty  on  television. 

It"**  was  at  this  time  that  NBO  was 
si'eking  a  new  |x*rsonality  to  sixitlight 
on  daytime  IN.  An""  executive  from 
the  .New  York  oHkf  went  to  I  lolly- 
wimkI  for  this  purixise  ami  later  re- 
IMirted;  “1  met  a  tidal*"  wave  of 
enthusiasm  for  a  young  lady  named 
Betty  White.  With  all  of  this  clamor, 

I  had  to  find  out  alxxit'"  her  mysell!" 

The  resulting  audition  iixMiit  a  con¬ 
tract  lor  the  ex-gal  Friday  and  a  mil¬ 
lion  new  Ians  Irom'"  <-oast  to  eo.ist. 

“We  lielieve  B*’tty  is  the  female 
IMTsoiiahty  that  television  Ims  Ix-en 
looking  lor,”  ihtl.ired**  another  net¬ 
work  official.  "She  coultl  very  well 
lx*  television’s  first  American  Sweet 
heart." 

Betty**  White  was  Ixirn  in  O.ik 
Bark,  Illinois,  wlx-rr*  her  lather  was  a 
representativ«‘  ot  a  lighting  eor|Mira- 
tion.* '  When  Ix'  deciihMl  to  trek  w«*st- 
ward,  the  entire  Whiti*  lamily  h’ft  O.ik 
Bark.  B«*tty  was  only  two  at  the 
tinx*'"*  and  <'ons«'i|uently  doesn’t  re- 
memher  when  the  folks  s<‘tlle«l  in  lais 
.\ngeles. 

.•\t  sr-hool,  tlx*  future  seerelai y-*'*^ 
teh-vision  star  wrote,  prtxhued,  di¬ 
rected,  stiirred  in,  and  made  costumes 
for  a  tearjerker  called  “l.aixl  of  the 
Bising**  Sun.”  It  w.is  pres«*nte«l  as 
the  graduation  play.  Six*  was  active 
III  dr.imatics  at  Beverly  Hills  High*** 
Sr-hiMil  and  enrolled  in  a  well  kiuiwn 
dramatic  sclxxil  after  graduation. 

Hetty  While  is  still  a  hard  worker 
even*"  though  six*  has  made  the  top 
in  a  hurry.  She  takes  her  work  very 
seriously,  doesn’t  mind  sar-rifieing*' 
for  it,  and  is  always  hxiking  for  new 
irleas.  Her  show,  "Kile  With  F.li/a- 
lx*th,"  now'  in  reruns,  has  given*" 
place  to  a  coast -to  <'oast  suee«-s.sor, 
“Date  with  the  Ai«gela."  Betty  not 
only  has  a  hand  in  its  prodmtion, 
she**  owns  a  piet  e  of  it  aixl  stars  in 
it. 

Betty  is  single  and  lives  with  her 
d.id  and  mother  in  a  modest  house 
not**  far  irom  h<‘r  studio.  The  housr* 
IS  «|uit«‘  full  of  (logs,  for  Betty  is 
fond  of  |x*ts.  Her  fans  are  well  awaie 
of  tfiis  *'■  they  s«*ixl  fx-r  I'very  kiixl 
of  toy  dog  to  keep  fx-r  St.  Bernard 
|xxxl|e,  aixl  |X'k(*  company. 

Betty  W  fiite  fiusn’t**  l(x»  muefi  linx* 
for  her  hohhies  of  (txiking,  piano 
pl.iying,  and  golfing.  .She  has,  flow 
ever,  one  very  gixxl  reason*^  for  lx*ing 
so  Ixisy.  Ymi  s<'i*,  tlx*  joh  w.is  |x*r- 
manent!  (9.51) 
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ALPHA  y.LT A  cliaptf’r  itas 
installi'd  thli  yrar  at  Temple 
Utiiversity,  Phtl/idelphiti.  Sew 
•dfieers  are(l.  tor.):  Selma  CtMi.stou. 
cor.  secretary;  t.bde  Care,  his- 
toruiu;  Wdliam  Sa-sMvuin,  treas¬ 
urer,  Walter  Brower,  Jr.,  presUlent, 
William  Polishook,  .v;x»fi.vfw;  Helen 
Cioffi,  vice-presuient;  and  Frame* 
F.u^e.rt,  rev.  seeretary. 


PI  OMFCA  PI  Sational  Cotim  il 
met  at  .Mamie,  Indiatui,  daring 
Afiril.  Disrassiiifi  j>oint.s  witlt 
stmlent  representative  Oliver 
Willmms  (riaht)  are  {from  left  to 
'  rinht):  HaULi  Vaaler,  Half  Tlumuis, 
Mitui  M.  Johruson,  Audrey  V. 
Dempsey,  James  T.  Blanfrnd, 
Wilverda  Ihnlel,  ami  Stnnuin 
Kalians. 


rough 

Iho 

camera 

eye 


WFSI  EBS  UFA  officers 
ap]>ear  at  left,  following 
their  election  at  the  ^rtmft’s 
annmd  nntvet^ion  in  March 
Stated  (left  to  rifiht)  are 
Ann/’  Corcoran,  treasurer, 
and  F.dith  Smith,  secretary. 
Standing  il.  to  r.)  are  Ralph 
vice-president,  and 
Clislnj  F.dlefsett,  president. 


Professional 


NIWS  SPOT  LIGHT 


Report 


Income  Tax  Break  Granted  Teachers 

.  .  .  by  U.  S.  Treasury  Department.  In  a  special 
announcement  ten  days  before  the  payment  of  1957 
income  taxes.  Secretary  of  the  Treasury  Robert 
Anderson  declared,  "The  expenses  incurred  by  a 
teacher  for  education  may  be  deducted  even  though 
such  expenses  are  incurred  voluntarily  and  even 
though  the  courses  taken  carry  academic  credit 
or  result  in  an  increase  in  salary  or  promotion." 

The  ruling  allows  teachers  to  deduct  most 
educational  expenses  incurred  since  1954.  These 
expenses  may  include  transportation  to  and  from 
the  college  ;  meals  and  lodging  while  attend¬ 
ing  ;  and  tuition,  books,  and  other  expenses. 

Claims  must  be  filed  within  three  years  of  the 
time  the  now-overpaid  tax  was  due. 

The  NEA  Research  Division  declared  that  the 
ruling  may  put  back  $20,000,000  a  year  into  the 
pockets  of  400,000  U.S.  teachers.  William  G. 

Carr,  NEA  executive  secretary,  commented,  "This 
is  the  most  significant  step  ever  taken  by  the 
United  States  Government  to  improve  the  economic 
status  of  teachers  and  their  professional  qualifi¬ 
cations."  NEA  has  worked  eighteen  years  to  get 
these  professional  expenses  recognized  as  busi¬ 
ness  expenses.  A  special  issue  of  NEA  News, 
dated  April  8,  1958,  presenting  detailed  infor¬ 
mation,  was  sent  to  150,000  educators  by  NEA, 

1201  Sixteenth  Street,  Washington  6,  D.C. 
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•  'niacidciis  ii,  l‘i'tiar  lias  Im'imi 
iiaiiicd  lirad  of  llir  dcpartinnit  of 
<‘dtic-atioii  at  (irovf  Olty  (I’lniisyl- 
\aiiia)  (aillcKt*.  His  appoiiiliiinil  \sill 
Ihvoiiic  i-Hciiivr  in  S«‘ptniilM'i  of  tins 
yrar. 

DiH'tor  I'niar  is  dirrcntly  pr«'si<ii-nt 
of  tilt*  i'rnnsylvania  Hnsini-ss  Kdn 
rators  AssiKiation.  lit'  is  a  nM‘inlM‘i 
of  NH’IA,  till*  ViK'ational  IlKA, 
NKA,  the  I’l-nnsylvania  KA,  anil 
oilier  oiy(ani/alions.  He  laiiKlil  at  ilie 
Univi'rsitv  of  ( ,'alenir.i,  India,  in  Hi  lti, 
alter  serving  there  in  the  Air  l•’oree 
during  World  War  11. 

•  Halston  I).  Seotl  has  la-en 
named  head  of  the  eoninieree  de> 
partment  at  HiM-hester  ( N(‘\S'  York) 
Institute  ol  reehnolo){y.  Ih*  succeeds 
Howard  Slaiiiier,  who  will  retire  on 
June  .“V), 

Doi’lor  Sisitt  is  enrreiilly  chair- 
Ilian  of  the  departnient  of  emnoniies, 
hnsiness  administration,  and  hiisiness 
edneation  at  Otterliein  (aille^e, 
Westerville,  Ohio.  He  was  formeily 
at  William  and  .Mary  (.'olle)(e;  Hol¬ 
ders  University:  and  Hadford  (!olleKe, 
Viritinia  I’olyteehnie  Instilnle.  He  is 
coauthor  of  the  ti‘xl  Mtnwy  and 
Banking. 


June  Demand  for  Teachers  Persists 

.  .  .  despite  general  job  shortage,  according  to 
Department  of  Labor  experts.  Most  needed  are 
grade  school  teachers  and  high  school  teachers 
of  science,  mathematics,  and  home  economics. 

In  general,  spokesmen  said,  June  graduates 
will  find  jobs  most  available  in  teaching  and 
in  medicine,  science  and  engineering,  and  sales. 
This  year,  those  in  the  lower  half  of  the  aca¬ 
demic  ladder  will  have  more  than  the  usual 
trouble  in  finding  suitable  positions.  Of 
nearly  2,000,000  graduates  of  high  schools  and 
colleges,  over  1,000,000  will  be  job  hunting 
this  Jiine.  The  400,000  college  graduates  should 
not  have  as  much  trouble  as  will  the  less- 
skilled  high  school  graduates;  most  colleges,  how¬ 
ever,  report  the  number  of  industry  recruiters 
visiting  their  campuses  to  be  down  about  10 
per  cent.  The  recession  is  given  as  the  reason. 


•  Hi'm  H.  Ilriitliorii,  f(irm«'r  pri'H* 
idriit  (if  Kuiixus  (!ity  (SlixMiiiri)  (!ul- 
li'K**  (if  CjimiiK’rcf*,  lux  Im‘cii  iiami'il 
miiiixter  of  llir  (Jiiircli  of  (Jirixl  in 
lufayottc,  I/Hiixiuiiu.  Hi*  had  Im*(mi  an 
ordained  ixiini.xl('r  dnrin(4  liix  many 
years  ax  an  educator  and  adminis¬ 
trator. 

Henlliorii  worked  for  the  irealion 
ol  the  National  A.svK’iation  and  Ooiin- 
(  il  of  linsiness  S<'h(M>ls.  He  was  a 
menilier  of  the  sli'erin)^  eommilt(‘«* 
lh.it  d«‘velo|M*d  the  Accredilm)(  (!om- 
mission  lor  ItnsiiH'Ss  ScIkniIs  and 
served  as  one  of  its  first  commis- 
sioiM'rs. 

•  KIsie  I,.  Iaflin«we|l  associate 
profesvir  of  secretarial  studies  at 
( 'utnvgir  'l  et  h,  f'lttshiir|4)i,  has  la-en 
naiiK'd  “leacher  of  the  Year"  hy  the 
Western  I'ennsylvaiiia  HKA.  'I  he 
honor  w.is  annonrKed  at  a  meeting 
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ALL  METAL 

COPYHOLDER 


THAT  CAN’T  BREAK 


It  can't  brnok  down  —  no  9odgoH. 
Amwco*  corroct  »igM4ovol  for  occwroto  ty|>> 
ing  of  oil  copy  work.  Ucod  in  kigh  tckoob, 
bwcinoM  collogoc,  by  typiiH  to  ovory  kind  of 
botInoM.  tocrotorio*  lovo  M 

Tkroo  ottroctivo  poctol  cbodoc  —  docort 
ton,  coo  foam  groon,  rtooi  groy.  Avoiloblo 
ot  ctolionory  ttoroc  or  lond  w(  IU5,  wo 
gay  poctogo. 

BANKERS  BOX  CO. 

».y«.  MIIO 

2*07  North  21th  Avo.  •  tronhitn  Porh,  III 


N«w  Only  $14.95  (regulirly  $21.75) 

BUILD  PRODUCTIVE  SPEED 

WITH  THIS 

PRECISION 
7JEWEI 
STOP  WATCH! 

Nib  butlM,  tvoog 

MCMid  thiM.  iMf 
hood  MC- 

Mldl,  HMil  bMd 
rtfiilan  MiMtM. 

Hm  a  lOoilagi* 
caofar  ragWat. 

Ogatall**;  patli  dan  la  darl,  dap,  aad  ralar* 
la  lara.  Alia  avallabla  vltli  dda-M  laalara. 

f  H  t  i  wHh  tba  purcbato  of  th» 
STOd  WATCH; 

The  NIW  OlAL-A-RATI-^Hw  kandy  dkta- 
tmn  comottlcr  daiignad  by  ioliot  Nciten 
N««  yoH  can  target  abowl  mathamatical 
campatattan  and  itmaly  dial  yavr  rata  at 
dKialian  tpaad;  M.  70,  M,  90,  100,  110, 

120  worn. 

Cli£__and_matl_tod^ 


MniNESS  E»U(ATI0II  TIMER  (0.  | 

400*  Carlitla  Ata.,  Baittmara  I*,  Md.  ■ 

f  ]  9RICI$ION  7-JtWIL  STOP  WATCMtS  at  I 
914.95  tack  and  my  fraa  N.Imo  Dktatian  I 
6|AL-A-RATI  tally  oo*'**taad  ar  money  ! 
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<»f  tiw*  Astkic-iutioii  ul  McKft'Hiktrt 
(luring  April. 

.Mika  l.<‘ffiiit{w('II  is  curretitly  an  iii- 
slriic-tor  on  ‘Typing  fw  Yon,”  a  pro¬ 
gram  broadcast  over  FittsbiirKli* 
i'diicatimial  televisi««i  station,  WQKI), 
Prior  to  joinin){  the  staff  of  (laritegie 
Tech  in  1948,  she  tan)(ht  at  West¬ 
minster  (ailleKe,  Kent  State  Univer¬ 
sity,  and  Women’s  Uolle({e,  University 
of  North  C^aroiina.  She  is  an  active 
memlter  of  KBTA,  Mi  l  A,  DPK,  Tri- 
Slate  BF^A,  the  Pennsylvania  BK.A, 
and  other  orf^niAitions.  She  is  also 
author  of  numerous  articles  mi  busi¬ 
ness  (‘diicatiori, 

a  Bolk-rt  V',  Batsin  recfived  his 
diHlor  of  education  de({r(‘e  this 
month  from  tla*  University  of  (Cali¬ 
fornia,  lais  Angeles.  Ills  dissertation, 
"A  Study  of  tin-  interest  Patterns  of 
Men  Business  Teachers  in  Public 
S«*<s)ndary  ScIhmiIs,”  was  written  un¬ 
der  the  direction  of  S.  J.  Wanoiis; 
fiom  it  was  develo|k‘d  an  interest 
scale  for  male  business  teachers. 

DiH-tor  Bacon  Is  co-ordinator  of 
admissions  and  rersirds  at  la>s  AnKeles 
llariror  Junior  UolleKe.  tie  is  a  inem- 
Ik'r  of  the  (,'aliiornia  BKA.  In  1952, 
he  was  coauthor  of  a  chapter  on 
public  relations  in  junior  colle|{es  for 
the  .NB'I'A  YearlHHik. 


GROUPS 


*  KBTA  h<‘ld  its  Blvt  anniud  con¬ 
vention  at  Boston  in  April.  Offict'rs 
for  the  eoiniiiK  year  are:  president, 
A.  Baymond  Jackson,  (.oldey  Beaeom 
St4iool  of  Business,  Wilmington,  Dela¬ 
ware;  vice-president,  William  (J. 
(iord.'ai,  Br>'ant  and  Stratton  Business 
Institute,  Buffalo,  New  Ytirk;  .setTc- 
tary,  Mar>’  K.  Connelly,  Boston  Uiii- 
viTsity;  treasurer,  Karl  F.  BckT,  Cen¬ 
tral  lliith  SeluH)l,  Newark,  New  Jer- 
sr*y,  and  executive  Ikiard  memlx'rs, 
f’aul  M.  Boynton  (ex  officio),  F. 
Ilow'ard  .Stroiise,  Dorothy  C.  Finkel- 
hor,  Ib'rlM'rt  A.  Tonne,  Kmma  M. 
Audesirk,  and  Allk-rt  K.  FLsIkt. 

The  1959  convention  will  Im-  Iu*I<I 
at  Atlantic  City,  New  Jers<*y. 

#  TIm*  WesU’ni  BKA  and  the  (iali- 
fornia  BKA  held  their  annual  joint 
mer-tiiiK  at  ,\siloinar.  Pacific  (irove, 
California,  in  March.  .Some  5ff()  busi¬ 
ness  educators  attended  the  foiir-rlay 
conferentx*. 

NN'BKA  eh'ctcti  the  followiiiK  offi¬ 
cers;  presidiMit,  (disby  Krilcfvn, 
Boise  (Idaho)  Junior  (^ollc((e;  vici*- 
presidtMit,  Balph  Asmus,  PIummux 
(.Arizona)  College;  sitretary,  Ktlith 
Smith,  l.a’w'is  and  (!lark  Colle)(<\ 


Portlaikl,  and  treasurer,  Anne  Cor- 
ttrran.  State  (Jollege  of  Washin({ton, 
Pullman. 

(^BK.A  elected  tfw  following  new 
officers:  presid(*nt,  Lou  (^entih-, 

(diaffey  Junior  (arllege,  (Ontario;  vice- 
president,  Fred  (axrk,  Stanford  Uni¬ 
versity,  Stanford;  s<*cretary,  I  lope 
Powell,  I.,os  AiiRcles  llarlxir  Caille^e, 
WdlmiiiKton;  and  trt'asurer,  Lura 
Lynn  Straub,  San  Diego  State 
College. 

#  'I'lu*  World  (a)nftxieration  of 
Organi/ations  of  the  Teaching  Pro- 
fessioti  will  hold  its  1958  meeting  at 
Borne,  Italy,  in  late  July  and  early 
August.  W(J()TP  recently  relc-ased  a 
32-pagc  pictorial  rejxirt  of  its  1957 
international  meeting  in  Frankfurt, 
C.crmaiiy,  l.ast  year’s  esMiveution  w'as 
attend(‘d  by  2(K)  delegates  represent¬ 
ing  BB  national  organi/ations  in  55 
countries.  The  national  memix'r  or- 
gani/.ation  of  \V'(X)TP  in  this  country 
is  .NF^A;  a.sMK'iate  memlN'r  organi/oi- 
tions  include  state  education  ass<K-ia- 
tions  of  Illinois,  Indiaiu,  Massachu- 
s«*tts,  .Michigan,  Minnes«ita,  New 
Y«)rk,  and  Petinsylvania. 

a  'rik*  .American  V(K'ational  .As.so- 
ciation  will  hold  its  annual  conven¬ 
tion  in  Buffalo,  New  York,  from 
.August  12-14.  Bepresenting  business 
education  and  presiding  over  its  ac¬ 
tivities  will  lx-  Margar(‘t  F!.  Andrews, 
consultant  for  business  education  in 
.Minneapolis,  Minnesota,  and  vice- 
president  of  A\’A. 

rheme  of  the  husinc‘Ss-4*ducation 
s<‘ssions  is  the  problem  of  office  au¬ 
tomation.  Thre«‘  meetings  are  sched¬ 
uled; 

.Angicvt  12,  2  p.m.— visit  to  home 
offii'C  of  .National  (>>psum  (aiinpaiiy, 
Buffalo:  chaiiman,  Diiiis  B.  Bosettic, 
.New  York  State  Fldiication  Depart¬ 
ment,  Albany,  recorder,  F’rank  B. 
(huninardella,  F^ast  Syracuse  (New 
York)  High  Schixd,  and  s|X‘akers, 
John  fl.  Dilip  and  B.  Boy  Harley, 
Ixith  of  Natiixial  (gypsum. 

Aufiiuft  15,  2  p.r/i.— visit  to  Beming- 
ton  Band  Diviskin,  Spc*rry  Band  Cor- 
|Xiration,  Buffalo:  ihairman,  Bernard 
.A.  Shilt,  supc‘rvi.sor  of  business  edu¬ 
cation,  Buffalo;  recorder,  John  F^. 
Whitcraft,  New  York  State  F'duca- 
tion  Di'partment,  Albany;  and 
siN'aker,  Ceorge  P.  .Smith,  manager, 
UNIVA(-  Mi’thixls,  Bemington  Band. 

Aunufrt  14,  10  a. m.— “Implications 
of  Offiie  .Automation  for  the  State 
Su|M‘rvisor,  (’ity  Su|x*rvisor,  ami  tin* 
I'eacher  F'diu'atiixi  Program”:  chair¬ 
man,  Bay  L.  (ihppinger,  csinsultant 
for  biisiix'ss  education,  Bix  hcstt  r, 
.New  York,  assistant  chairman,  Harrs 
I  Cixxl,  former  deputy  .sn|X‘rint(‘nd- 
ent  i»f  scIkhiIs,  Buffalo,  siM'akers,  Wil¬ 
liam  Si-lden,  State  Department  «»i 
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tkJiicatiuii,  Harrisburg,  IViiiisyUania; 
John  (;.  Frakes,  Mi|><Tvisor  «>f  busi- 
fifss  rdiic-atiori,  C’levrlaiid;  and  Peter 
L.  Agiiew,  N'esv'  Vurk  l’iii\<*rsity. 

•  Delta  Pi  Kpsil.iii  has  aiiiiouiictHl 
the  rioiniiiation  of  two  new  judges 
to  its  Hesearcfi  Award  Projeti.  They 
are  F.  Wayne  iloiisr*,  University  of 
N'eluaska,  latK.'oln,  and  Kussell 
Sieklefxiwer,  San  Franc-iseo  State 
( lolIeRe. 

('ontiiniiriK  as  jiidu**  will  In-  Harry 
Huff  man,  N'irKinia  Polyteehnie  Insti¬ 
tute.  (Jiairman  of  tfie  projeet  is  John 
I.  Howe,  University  of  North 
Dakoti's  (.rand  Forks. 

The  j)PK  Hesr-areh  Award  is  Kiven 
eaefi  year  alter  an  evaluation  of 
d(M-toral  dissertations  and  projects, 
mastiVs  theses,  and  inde|)«-ndf‘nt  re- 
s<‘arch  studies  in  business  education, 
rhus  far,  approximately  twenty  stml- 
les  have  lH*<-n  entered  in  this  year’s 
com  p< -tit  ion. 

•  'I'he  (Jatholic  HKA  elccteil 
Hrother  |.  Alfrerl,  F.S.f^,  as  president 
.it  its  thirteenth  annual  ('onvention 
held  in  Philadelphia  during  April 
Hrother  Alfred,  of  (Christian  HrotiuTS 
College,  Memphis,  Tenness<*e,  was 
publicity  co-ordinator  of  the  Southern 


unit,  he  was  foniicriy  national 

public-relations  director  of  CHEA 
and  has  s<*rved  as  president  of  tlu* 
St.  iaiiiis  Area  HKA,  an  affiliite  of 
UBKA.  He  suc'ceeds  Hrother  llemiK- 
iiis,  S.(^,  ('atholic  HikIi  Si-h(N)l,  HatiNi 
HouKe,  Louisiana. 

He-<-lected  vies*- president  oi  (’HKA 
was  Sister  Irene  de  laiurdes,  (^.S.J., 
.St.  Joseph’s  ( .'iHiimercial  liiKh  School, 
HriNiklyn. 

•  'I'he  lllinoLS  HK.A  met  at  St. 
laiuis,  Missouri,  in  February  in  I'un- 
lunction  with  the  Illinois  ViK-ational 
Ass(K-iation.  New  olfiiers  of  IHK.A 
are:  presidiMit,  (dadys  Hahr;  first 
vict'-president,  (deta  WhitacTe;  si*c- 
ond  vic-e-president,  llerlM-rt  Hoss; 
s«-cretarv,  Halph  Mason;  and  treas¬ 
urer,  Mrs.  .Arcile  H«*ese. 

•  rh«'  .Southeastern  Hnsiness  (iol- 
le^e  AssiK'iation  held  its  annual  m(‘<-t- 
in){  at  Atlanta,  (h-or^ia,  in  .April.  Fea¬ 
tured  sp<-aker  was  TheiMlore  H.  Mc- 
Keldin,  (uivernor  oi  Maryland. 

0(fic«*rs  elected  lor  UlSH  are; 
pr<-sident.  Dean  Sweetland,  Ocil’s 
Hnsiness  ('olle^e,  S|).irtanburK,  South 
(.'arolina;  first  vice-president,  Mrs. 
Selina  H.  Henson,  Carolina  Hnsiness 
(aillcKe,  (.'harlotte.  North  (Carolina; 


EBTA  Executive  Bocird 


If)5H  Oh'h K'l'JiS  OF  F.liTA  avti'inhlf  jolUmiun  thrir  e/ection  at  thv  arfmjt’t 
aiiiiiml  rtmt  rttfitm  itt  Hitstim  (/uritifi  April  Seatrd  (li'ft  tit  rinhl)  iirr.  Furl  F. 
Hix'k,  trta/iitrur;  Mary  F.  (Utuiu-lly,  in’in  torij,  A.  Haymimtl  Jiuktum,  jtri-iiUii^U ; 
arul  William  C.  (Utrtiim,  vui'-ftn'iitilrrit  (Irft  to  rinht)  art’:  F.  Iloward 
Stroaur,  Doritihy  C.  Finki'llior,  Paul  M.  lioijatim  (jHiMt-prenulrtit i,  Ih'rhi'rt  A. 
Timin’,  Fmiiut  M  Audi'nirk,  and  Alhrrt  /.  Finlirr,  ini'tnhi’rH  of  tin;  rxenitive 
hoard. 


Mfoial  VK'e-presithmt,  Mrs.  Kiila  Bar¬ 
nett,  National  ScIkhiI  of  Hnsiness, 
(develaiiti,  Tennessee;  secretary, 
John  HoniiiiiK,  Iwentieth  ('entiiry 
Hnsiness  ('^ille^e.  Mobile,  .Mabuina; 
treasurer,  Kendrick  Kroner,  West 
Tenuessrv  Hnsiness  (lollene,  Jackson, 
and  Ixiard  inemiM'rs,  Harrv  (d  (^re«‘n 
(past  presitient),  Kenneth  11.  Dunlof), 
Mrs.  J<*au  Jones,  Mrs.  Mane  Johnson, 
ami  F.  A.  Mt<!artnev  (founder). 

The  IH.'sH  conviMition  will  la’  held 
ill  Miami,  Florida. 

•  TIk*  Texas  ST.A,  business- 
teacher  settion,  held  its  annual 
mra'tiiin  in  March  at  Houston.  New 
nfli(s‘rs  for  the  si'ction  are.  chairman, 
Mrs  Claudia  Oserlanil,  Hall  Hinh 
SchiKil,  Calveston,  si'i-retary,  Mrs. 
Marianne  Hankin,  s.ime  scliiHtl. 

•  The  (Catholic  HF.A,  .Miilwest 
unit,  and  De  Paul  Unisersity,  (dii- 
cano,  held  .1  on«--<l,iv  biisiness- 
ediic.ition  uorkvhop  at  the  University 
in  May  Featured  s|M'akers  weie 
Mrs.  Madeline  S.  Strony  and  Frank 
P.  Donnelly,  Ixitli  of  (^rex^  Publish¬ 
ing  Division,  M(<>raw'-Hill  Hixik 
('ompaiiy. 

Diretto  H.  Hovt  is  chairman  of  the 
business-4‘ducutiori  department  at  De 
Paul.  .Sister  M.  'I'heresr*,  O.S.F.,  Ma- 
ilonna  HiKh  Seliixil,  Aurora,  Illinois, 
is  chairman  of  the  Midwest  unit. 

•  The  Kentucky  HF.A  held  its 
annual  meetiii)^  in  April  at  laiuisville. 
New  officers  are  presidi-nt.  Moss 
AndersjMi,  Motehead  Slate  (!olle>4e, 
vice  presiilenl,  Mrs.  Lm  ille  Poyner, 
Heidland  HikIi  .SrhiMtl,  Padiuah;  N<‘e 
relary,  Alice  Money,  Ahrens  'Irude 
ScluMil,  l/inisville,  I'HK.A  lepiesenla- 
live,  'lorn  f  loK<i)i<'>>>up,  Murray  St.ile 
Collej^e,  .m<l  Iwiard  im-mlwrs,  Ori- 
uon.i  l*uc<  ini  .iiid  .Mrs  If  I'  |ohnson 

•  'I'he  Puerto  Hicaii  unit  of  the 
(.'atholic  HI‘!A  h.is  .mnouiiced  the  ap 
|M»inlment  of  three  new  officers.  They 
are  chairman,  .Marina  l.ledo;  co 
ehairm.m,  Mrs.  ('arnien  H.  Hoipie;  and 
sT'cn  t.iry,  .Mrs.  Thelma  P.  <le  (Uiu/Ji- 
le/.  HemaininK  in  office  are  Hafael 
Merc.ido,  treasurer,  and  Pedro  Luis 
I'il^ueroa,  publicity  eo-oidinator. 

•  'I  lie  Southern  unit  of  the  ('atholic 
HK.A  has  announced  the  followin(( 
<  li.uiK**  of  officers.  .Sister  .M.  Kmilia, 
(’.(..VM.,  repl.M  es  Brother  Joar  him, 
.S.C.,  as  CO  ehairm.m.  Hrother  |.  Al 
frerl,  F.,S.(^,  lepl.u  es  Sister  M.  ( ’.irol, 
H.S..M.,  as  publicity  dirertor.  .Sist*-r 
Paul  Joseph,  (M)  P.,  repl.u  es  Sister 
Hos«‘  .Annelle,  (  D  P.,  .is  Alexandria 
contest  chairman.  Hem,iinin)(  .is  unit 
( hairm.m  is  Sister  Hern.idette  Marie, 
C.D  P. 

( CtnUiinu’d  on  iu-mI  jniui; ) 
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Reprints  Available! 

'BUSINESS  TEACHER 
RECRUTTMENT' 

A  i9«ci«l  24  page  raport  ftprtnta^  from 
tiM  jMMt,  1957,  WMM  OttttMM  what 
taaciMrt,  Mparviaon,  aii4  adniNiMtrafort 
caa  tf«,  warliMg  akma  aad  with  gro«ipt, 
to  holp  oaM  tlio  proMNi  (fcortago  frico* 
50<  par  copy. 

Oth«r  reprints  crvoilablst  ^ 

“CompariNf  Ilactric  Typawritara," 
a  4'paga  rapriat  froai  tlia  |aaaary,  1957, 
(MMO  of  lUSINESS  EDUCATION 
WORLD,  A  factaal,  taatHro-by'laataro 
aaalyaia  of  tiia  aloctric  aad  loaii-alactric 
aiacbiaaa  availabla  to  taackort  for  ciaM' 
rooai  traiaiag.  Rrica;  25  caatt. 

"Haw  ta  Taach  Traaacriptiaa,"  a 
12-paga  rapriat  coamtiag  of  four 
articlat  that  caattitato  a  dotaiiad  out* 
liaa  for  coadactiag  a  traaKriptioa 
coarM.  Tba  articlat  ara  aatitlad, 
"What,  Wkaa,  How — a  Sarvoy"  (Caorgo 
A.  Wagoaor),  "Taackiag  faactaatioa  ia 
Traatcriptioa"  (Elito  Davit),  “How  to 
latagrata  Traaicriptioa  Skillt”  (Rath  I. 
Aadartoa),  aad  “How  to  Evalaato  Traa< 
Kriptioa"  (Coorgo  A.  Wagoaor), 

Rrica:  25  caatt. 

"Gaaaral  ■atiaota:  Stwdaat  Pra)acft 
that  Will  lataaaify  Laaralaga,"  by 
Alaa  C.  Llayd;  March,  April,  Jaaa,  aad 
Saptaaibar,  1954.  I  pagot.  Rrica:  25 
caatt  a  copy. 

"la  Toaebiaf  a  RrafattlaaR"  by  | 
Milaor  Doroy;  Novombar,  1954.  Rrica 
10  coatt  a  copy. 

"Mimaafrapb  OaplicaHaa — A  Scalo 
far  Ratfag  Rarfarmaaco,"  by  Abrahaai 
Kroll;  laao,  1953.  Rrlco;  10  caatt  a  copy. 


Rapriat  Dapartaiaat  | 

Buiinsti  Educotion  World  i 

J30  Waat  42  Straat  | 

Naw  Yark  J«,  Naw  Yarb  | 

I  am  oaclatiag  $  ia  (caah.  !  | 

chock,  aioaay  ardor)  for  which  plaoM  | 
toad  aio  tko  followiag  ropriatt:  ' 

No.  of  Copio*  Naa»a  at  Rao'iar  |  { 


Naaia 

School 

Addratt 

City 


SCHOOLS 


a  .\firl(iwf*Kt<rrii  Uriivertity,  Kvitris- 
toii,  llliiioit,  it  <rH<*riiiK  tiii-t  tiirnint'r 
fw»  prograiiit  of  to  f<*ach<*rt 

<»f  <*<liK-atioii. 

'ITm*  Sc-ftTNil  of  Education  will 
K|MinMir  a  tix-wtrek  work-«'xj)«*rM*nc<' 
proKtain  from  jiiiic  23  to  Aiifpitt  1. 
Only  a  limited  niimiMT  of  xtiidt'iitt 
will  Im*  acc<*pte<l.  All  xtiidentt  will 
Im*  rerpiired  to  work  at  an  officr-  or 
tiorr*  |N>Kition  for  tix  werrks;  tfiey 
mutt  alto  atti*tid  two  evenin)(  clattet 
a  wei'k:  Su|H'rvLtion  t>{  (;o-o|)erativ<f 
liiitinett  Education  and  a  Worktliop 
in  V'ocational  Kiitinett  Education. 
.Studentt  will  meet  in  eveniiii^  tem- 
inart  twicr-  a  w«*ek.  Application 
Idankt  may  Im*  oirtainerl  from  Or. 
Itutti‘ll  N,  C!antler,  Oepartini'iit  of 
Businett  Teacher  Education,  ScIkmiI 
of  Education,  N«»rthwettern.  Ciradii- 
ate  credit  may  Im*  eariM*<l  for  thit 
pro^ram. 

The  Oivition  of  Northwett- 

r*rn  will  offi*r  a  »<*riet  of  weekly  con- 
ferr'ucit  in  July  and  Aui^iitt.  Tin* 
lour  tiihjectt  of  thorthand  and  tran- 
tcription,  ty|M*writini{,  iMMikkeepiiiK, 
and  offici*  practice*  will  Im*  offered  in 
i*ach  of  three  tettirnit  t'onducted  hy 
piomineni  U*adert  in  hutine.st  educa- 
lion.  S|M*akini{  in  the  w(*ek  of  July 
2S  will  Im*  Mrt,  .Mudeliiie  Strony  and 
Alan  (1.  Lloyd  on  each  day  of  the 
w<*<*k  and  J  Marthall  lianna  on  Mon¬ 
day  and  Tiietday,  .S|M*akini(  the 
week  of  Aiigutt  4  will  Im*  laiiiis  A. 
Ia*tlie  and  Alan  fj.  Lloyd  on  each 
day  and  j  .Marthall  ffatma  on  Mon¬ 
day  and  Tuesday.  S|M*akinK  the  we<*k 
of  AiiKutt  I  1  will  Im*  Cdiarl<*t  E. 
/oulM‘k  and  John  L.  Howe  on  each 
<lay  ami  CillM*rt  Kahn  from  Wedm's- 
day  through  Friday.  For  information 
write  to  C>r(*KK  Division,  Northwest¬ 
ern  University,  Wielnrhlt  Hall,  33U 
East  ('hicago  Avenue,  CJhicago  1 1 , 
Illinois. 

•  Bryant  and  Stratton  Lollege, 
(,'hicago,  and  l.aiSalli*  Extension  Uni- 
vi*rsity,  (3)icago,  have  announc(*d  a 
merger  of  tin*  two  scIumiIs. 

Bryant  and  Stratton  was  founded 
ill  IH.'Sfl  at  48  (dark  Stre<*t  hy  Henry 
Beadman  Bryant  and  Henrv  Dwight 
Stratton.  It  now  hat  more  than  two 
hundred  thousand  alumni.  LaSalle,  a 
corres|)ondeiK'(‘  institution,  was 
founded  in  1908;  nearly  five  thoii- 
taml  of  its  alumni  have  patt«*d  state 
examinations  for  Certified  Fiihlic  Ac¬ 
countants. 

The  following  offic«*rs  were  eh*c- 
ted  at  the  Bryant  ami  Stratton  laiard 
of  directors  im‘<*ting  in  April;  presi¬ 
dent,  E.  j.  Kendall;  vic«--pr(*sident 
ill  charge  of  sides,  H.  (^  Coniwell; 
vice-presuleiit,  T.  K.  Elliott,  treas¬ 


urer,  Harold  VV'.  YiHing;  and  secre- 
tarv  and  dean,  I...  (-.  Duak.  Kemlall 
is  president  of  l..aSalle  Extension. 

•  Durham  (.North  Carolina)  Busi- 
m*st  (College,  in  its  tenth  year  under 
tin*  direction  of  Mrs.  L.  M.  Harris, 
hat  moved  to  a  new  and  larger 
liMatmii.  Ihe  18-r(Mjin  huilding,  a 
former  eh'ineiitary  sc-hool,  has  Im-cii 
•  smipletely  renovated.  l>urham  is  the 
iMily  Negro  business  scIkkiI  in  North 
Carolina  to  hold  memlM*rship  in 
NACBS. 

•  The  Universitv  i>f  Michigan,  ,\nn 
Arijor,  has  announced  a  tw<r-we<*k 
worksliop  in  Filing  Through  R«*cords 
Managt*ment.  The  workshop  was 
planned  hy  the  ScIkhiI  of  Business 
Administration  in  co-opt*ratioii  with 
tin*  l>-troit  chapter  of  the  Bec-ords 
Managemeiit  Ass<M.iation.  F.iirolling 
stmlenis  will  sp<*iid  two  days  in 
records-management  ct*iit<*rt  of  mem- 
lM*r  companies  of  the  AssiM'iation. 
Head  of  the  program  is  Dr,  Irene 
Place. 

•  The  University  of  Texas,  Austin, 
will  hold  its  sixth  annual  workshop 
for  hiisiness-erJiication  t<*aclM*rs  June 
9-20.  Visiting  edm-ators  will  inclmle, 
Mrs.  Madeline  Strony  and  Alan 
Lloyd,  Coegg  Piihlishing  Division, 
■McCiraw-Hill  B<M»k  Company,  New 
York;  .Marjorie  Keaton,  Texas  (Jiris 
tian  University,  Fort  Worth;  and 
Kathleen  Barnard,  San  Antonio  ( Col¬ 
lege.  Director  of  the  program  is  Dr, 
FalMirn  Etier. 

•  Farleigh  Dickinson  University, 
li'aneck.  New  jersey,  sixinsored  the 
eighth  annual  Bergen  (miiiity  Typ«*- 
writing  (Contest  held  in  March  at 
Hackensack  Higli  School. 

The  winners  were:  advam.-(*d  stu¬ 
dents,  .Margaret  Nowack,  Hacken¬ 
sack,  (spet*d);  Nanev  Baiih,  North 
ArlingtfMi,  (accuracy);  and  first -year 
students,  Barbara  Steiigi*!,  Teaneck, 
(s|M‘<*d);  Barbara  Bliesath,  Dumont, 
(accuracy). 

The  contest  director  and  judge 
was  (-’hester  Souc<*k,  former  world’s 
amateur  champion  typist,  (,'ontest 
awards  were  donat«*d  by  UnderwiMKl 
(Corporation,  EnglewiMMi  Busim*ss 
MachiiM*s  and  Supplies  (Companv, 
(CBS  Business  Eipiipment  (Cor|)oration, 
Boyal  Tvp<*writer  ^aanpany,  ami 
Van’s  TyiM*writer  (Company. 

•  .Morgantown  (West  N’irginia) 
Bu.sim*ss  (College  is  now  under  new 
management.  .Stephen  (Callen,  for¬ 
mer  teacher  and  piihlic  accountant, 
assuim*d  his  duties  as  dir(*ctor  of  tin* 
scIkniI  on  jiiiie  I.  He  siicx-eeds  Bolx-rt 
I.  Biirchiiial,  head  of  tin*  school  since 
I9T3,  who  will  rt*main  in  an  advisory 
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capacity  until  I>cccmlHT  of  this  year 
and  then  dev<»te  his  full  time  tn  law 
practice. 

•  Jones  ( .'oininercial  HiKli  School, 
(^hicaf{o,  Illinois,  celebrated  its 
twentieth  anniversary  in  February. 
Principal  sp<-aker  at  the  c«imin(‘inora- 
tion  proKratn  was  ScMiator  Paul  li. 
Douglas  of  Illinois.  The  senator 
stressed  fiis  Indief  that  education  for 
business  life  should  not  lx*  overl<K>ked 
amid  the  ciirrenl  emphasis  on  train¬ 
ing  in  scicuitific  fields. 

Jones  Commercial  fligli  Sch<x)l  was 
organized  hv  the  Chicago  Public 
Sc-hools  in  1938  to  provide  iiUensive 
training  in  business  subjc'cts  for  stu¬ 
dents  interested  in  obtaining  employ¬ 
ment  at  the  end  of  their  twelfth  year 
of  sch(M>l.  In  1951,  a  co-operative 
part-time  work  program  was  addcnl, 
by  which  ail  students  in  their  last 
semester  w«»rk  one-half  of  each  <lay 
at  current  salary  rates.  Over  260 
companies  co-operate  in  this  plan. 

Jon<*s  is  the  <Mily  all-c<Hnmerciul 
public  sch(N)l  in  Illinois.  The  anniver- 
Siiry  program  was  planned  by  th«' 
Jones  Hiisiness  Atlvisory  C'ouncil, 
headed  by  Kenneth  I^ittrell,  chainnan. 

•  Tfie  University  of  Wisconsin, 
Madison,  has  announced  a  Business 
Kdiication  Institute  to  Im*  held  |uly 
24  and  25.  Cuest  speakers  will  in¬ 
clude  Arnold  (iondon,  AllK*rt  Fries,  | 
John  Howe,  HolM-rt  I,.  Thistletfiwaite, 
John  M.  Trytten,  and  Clharles  K. 
/oiilx'k. 

•  Saginaw  (Michigati)  Business  In¬ 
stitute  moved  into  a  new  (juarter-of- 
a-million  dollar  plant. 

The  nonprofit  institution,  one  of  six 
in  the  State  known  as  the  Davenport 
Business  Schcxjis,  was  formerly  kiMiwn 
as  the  Saginaw  Scfiool  of  Business. 
The  new  building  is  fronted  almost 
entirc-ly  by  gla.ss  and  features  terrazzo 
Htxirs  and  imxlern  ligJiting. 

•  .Northern  Illinois  l’nivi*rsity,  De- 
Kalli,  held  its  annual  ( '(ingress  of 
Classroom  Teachers  in  .^pril.  feathers 
attended  from  tfie  northern  Illinois 
and  Chicago  areas.  Featured  s|x*aker 
was  Paul  laiinax,  professor  emeritus, 
•New  York  UniviTsity. 


OiNi RAL 


•  Smith  (iorona  Inc.,  Syracuse. 
New  York,  and  Marcfiant  f Calculators, 
liK.,  Oakland,  (California,  have  an- 
noiinctd  a  proposed  merger  of  the 
tw'o  firms.  The  agreement  in  princifile 
must  Im'  submitted  to  the  Ixiards  and 


shareholders  of  Ixith  companit*s.  Tfie 
merger  wixild  ctxnbine  two  com|)a- 
nies  that  fiud  an  aggregate  stiles  vol¬ 
ume*  in  1957  of  ^8.5,(MHi,(HHl. 

•  Prizes  totaling  $4,0<M)  are  b«‘ing 
offered  by  the  Offic-c-  Kxec-utive  Asso¬ 
ciation  for  i>a|x*rs  covering  problems 
of  office  organization  and  office  man¬ 
agement.  The  com|X‘tition  is  o|x*n  to 
everyone-teachers,  businessmen,  ama¬ 
teur  and  professional  writers,  etc. 

Entries  will  lx-  ac-cepted  in  eight 
categories:  data  priK'essing,  recsirds 
admini.stration,  copying  and  duplicat¬ 
ing,  communications,  interiors,  (N'r- 
sonnel  administration,  machines  and 
«‘(|uipment,  and  nu‘th<Mls  and  prixt'd- 
ures.  Pa|M-rs  will  lx*  judged  on  their 
content,  not  the  writing  ability  of  the 
contestant.  The  top  winner  in  eacfi 
category  w'ill  receive  $.5(MI.  All  pajx-rs 
submitted  will  lx*  madt*  availalile  for 
publication;  authors  will  reii*ive  $.56 
for  publication  in  a  commercial  out¬ 
let  and  $2.5  for  publication  in  non¬ 
commercial  iix'dia. 

The  contrast  clos<*.s  March  31,  1959. 
Holes  and  regulations  for  tfie  Man¬ 
agement  (Center  (Com|x*tition  may  lx* 
obtained  from  the  ()EA,  530  Fifth 
.Avenue,  New  York  36. 

•  A  technical  .session  on  “FCduca- 
tion  for  Automation''  will  lx*  a  feature 


of  the  Fourth  International  .Automa¬ 
tion  (Congr(*ss  and  Kx|X>sition  to  lx* 
held  at  the  New  York  (City  (Coliseum 
from  June  9  to  13.  Preskling  at  the 
(‘diication  session  will  lx*  Milton  II. 
Aroicson,  (xlitorial  director,  Instni- 
meiits  Publi-shing  (Company,  Pitts¬ 
burgh,  Pennsylvania. 

I'hree  pu|X*rs  will  lx*  read  during 
the  session.  (Carl  lloffmaster,  Pitts¬ 
burgh  Hoard  of  Education,  will  s|MMk 
on  "InstriiiiHvnt  Automation  Educa¬ 
tion  in  a  Public  Schixil."  William  M. 
Hynack,  New  York  (City  (Community 
(Colh'ge,  will  s|X‘ak  on  "Automation 
Education  at  (College  Level,"  Lloyd 
Slater,  former  director  of  the  Founcla- 
tion  for  Instrumentation  Edu¬ 
cation  and  Hesearch,  will  dis¬ 
cuss  ".Automation  Education  in 
\’(x-ational  .Schixils." 

•  Motion  picture  projectors  for 
I6niin  sound  films  can  now  lx*  leased 
by  the  month  under  a  new  plan  an¬ 
nounced  by  r«*chnic‘al  Servici*,  Inc., 
30H(f.5  Five  Mile  Hoad,  Livonia, 
Michigan.  Heiital  is  a  small  fraction 
of  the  piircha.M’  price  of  a  projector; 
the  Mixlel  M6  Moviematic.  hir  sales¬ 
men,  rents  for  $84  the  first  month 
and  $45  th<  sixth  month.  Kenters 
may  convert  from  a  lending  to  a 
purchase  phai;  a  lilx'ral  allowance 
will  lx*  made  for  f<‘es  paid. 


ADJUSTABLE 


DO  THE  JOB  RIGHTI 


Study  has  proven  that  BOTH  the  choir  and 
table  should  be  ADJUSTED  to  fit  the  individual. 
SEMCO  ALL  STEEL— School  and  Office 
Equipnsent  saves  you  money  while  it  offers  correct 
typewriter  height  from  26  to  29'A  inches. 


ALL 

STEEL 


No.  102 


Drop-Lout  Stand 

ADJUSTS  AS  [AST  AS  DIAUMG  YOUR  TtllPHOMU 


Just  a  simpio  turn  of  tho  REMOVABLE  crank 
OMwros  proper,  positive— locking  typewriter 
bed  height.  The  choir  alone  cannot  ossure 
typing  ease  ond  improve  typing  techniquel 
If  AAOOERN  ...  USE  SEMCO'S  ADJUSTABLE 
TABLES  ond  STANDS  I 


BeA-brMe«rl 


SEMCO  SALES 


No.  101 
Typing  Toble 
Write  tor  TREE  llfuttrofed  folder 
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Tran»i»toriMd  Dictating 

A  (ruii»ii»tr)rj/i’fl  (Iklatirt^  iiia<hiti<‘ 
with  toiK  ii-i>iiltoii  lia» 

intriMliKt'd  by  l)ii-ta|>lioti<‘  OoriHira* 
I  km,  N«'U'  Y*>rk.  Tin*  T»me-MaHt<*r 
i«  r<*a<iy  for  iim*  as  vkmi  as  its  inicro- 
pliimc  is  picto'd  up.  It  sbiits  itself  off 
aiitotiiatically  when  the  rriicroplioiie 


is  reliiriK'd.  Because  of  the  Iraiisis* 
tors,  ihete  is  uo  waiting  imriori  while 
the  iiiaehiiie  warms  up. 

All  <lictatiiiK  controls  are  ou  the 
microphone.  With  a  Hk-k  of  his 
thiiml),  the  u.s«*r  can  record,  hear 
playback,  make  corrections,  and  in¬ 
dicate  hltc‘i  length.  A  "I)iclate-I,is- 
tcn"  sr-lector  is  tm  the  machine  its<-lf, 
lioth  this  and  the  loading  and  un¬ 
loading  of  the  DictalM'lt  is  accom¬ 
plished  by  tone  h  buttons. 

rhe-  Timc'-Master  weighs  2b  J)«*r 
ccMit  lc‘ss  than  prc'vions  iikmIcIs.  It 
is  available  in  silver  gray  or  silver 
green,  as  is  its  compaiikm  piece, 
the  traiisistoii/ed  Timr*-Masl«-r  trail- 
scrilN'r,  I  he  dictating  machine  is 
priced  at  the  transcrilier  at 

$:Mk) 

Proportional  Spacing  on  Manual 

'Ihe  world’s  first  mann.d  ty|>cwriter 
with  pro|>oitional  sp.icing  has  iN'eii 
built  by  the  Olivetti  (lor|miation  of 


Am<*rica.  The  Olivetti  (.raphika  anto- 
inatically  givc's  each  letter  the 
umonnt  of  space  appropriate  to  its 
sliufM*.  A  two-s«‘ction  space  bar  and 
('xpaiuh'r  Ic'ver  cpiickly  and  easily 


providc'S  a  variety  of  spacing  com¬ 
binations.  Bight-hand  margins  may 
thus  la*  justified  and  phraws  or  par¬ 
agraphs  given  sp<‘cial  prominenc-c*. 

The  tyja-fucr*  for  the  machine, 
(^assaiidre,  has  la*<*n  sp<*cially  de¬ 
signed  fra*  pro|a)rticmal  spacing.  The 
OlivHti  (iraphika  is  prkt'd  at  $275, 
pins  $15.13  FKT.  Write  for  informa¬ 
tion  to  Olivr-tti,  .375  Park  Avenue, 
.N'ew  York  22. 

Proiector  Shows  Four  Slidos 

A  nc*w  Bc'll  and  Howell  slide  pro- 
ji'ctor  shows  the  four  popular  si/ais 
of  slides.  The  Hc-adliner  Duo  708 
handle's  2V4,  2x2,  Bantam,  and  Sn|a‘r- 
slidf's.  All  adapter  converts  the  man¬ 
ual  changi'r  to  the  smaller  slides.  The 
projector  feature's  a  'BKf-watt  “short” 
projeclion  lamp.  Blower  cooling  in¬ 
sures  ventilation.  A  lift-off  carrying 
case  is  an  optional  accessory.  Available 
is  a  semirnatic  or  c'lr*ctric  changer  for 
2x2  and  Snperslidc's. 

The  708  is  pricc-d  at  $49.05.  The 


case*  is  $.5  9.5.  'Ihc-  c-lcctric  changer 
is  $33. .50  and  thr-  semirnatic,  $12..50. 
Write*  to  Be-ll  and  llowe'll,  7 KM)  Mc- 
(ioimkk  Hoad,  (Chicago  4.5,  Illineris. 

Foam*rubbor  Tackboard 

A  new  kind  ol  lackiMiard  from  the 
.Armstrong  t'ork  (amipany  Ixiasts 
to.im-rnblM‘r  cushioning.  'I'his  ('nsh- 
ion-K/.e  TackI  HK  ird  is  one-fonrth  as 
he-avy  as  cimvenlional  tackiKiarel.  Be-- 
canse  of  the  rnblM-r  cnshioiiing,  only 
a  liny  amount  of  pre*ssnre‘  is  lu'C'ded 
to  afix  tacks;  alsu^  tacks  may  Ik*  rc*- 
moved  easily,  since  the  iM.urd  may 
1h'  easily  de*pressed  to  allow  one  to 
ge-t  u  sure  grip  on  the  hc'ad  of  the 
tack. 

A  nniepie*  feature  of  the  (aishion- 
K/a*  TackiMKtrd  is  that  it  absorbs 
sound,  it  has  three*  time's  the*  seinnd- 
absorbing  efficM'iicv  eif  conventiemal 


ADVERTISERS 


Bankers  Berx  (arrnpany  40 

Bnrremghs  Cairp.  10 

Bnsine*ss  Flducation  Time*r  (!o.  40 

(dear-V'iew  (company  9 
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Intc'rnational  Business 

Machines  2-3 
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tacklxrard.  Bt*memlK'r  this  acon.stical 


significance*  whe*n  writing  to  the 
Annstrerng  fairk  (amipany,  Lancaster, 
Pc'iinsylvania. 

Unbreakable  Chalkboard 

A  new*  chalkVxiard  is  made  of  as- 
Ix'stos  cc'ment  that  lexiks  like  slate  but 
is  lighte*r  in  weight  and  is  absolnte-ly 
unbreakable.  'I  he*  new  material  has 
Ix'e'n  irn(K»rte*d  from  Be'lginm  by  Sor- 
kin  Enterprises. 

'rhe  Ixiard  is  durable*,  doe*s  nek  re- 
rpiire  re*finishing,  and  dixis  not  warp. 
Boards  ceiine*  in  three  thickrie*sse*s:  Vk, 
and  Vi  inch.  The-re  is  chalklxiard 
em  Ixith  side's  in  green  or  black,  but 
the  Vs-inch  si/e  may  Ik*  orde*red  with 
one*  white  side*.  For  fnrthc'r  inforrna- 
tiem,  write  tei  Sorkin  Ente'rprise*s,  Inc., 

I  I  Breiadway,  New  Yeirk  (.'ity. 

New  Products  at  a  Glance 

•  Soliel-c*olor  ta|M*s  for  chartmak¬ 
ing;  neiw  available*  in  l/O-f-ine  h  width 
in  14  standard  ceileirs;  pre*ssnre*-se*nsi- 
tive  printe*d  tajK's  also  in  se*ve*ii  othe*r 
widths.  Made*  by  (diart-Pak,  Inc.,  53 
MnllK*rry  Stre*e*t,  Ia*e*els,  .Massachu¬ 
setts. 

•  Ne*w'  fluid  containe*r  lor  Feireli- 
graph  inkless  dnplicateir:  heilds  erne 
gallon,  eliminate*s  ne*e*el  for  filling  anel 
pouring;  simply  e;onni*ei  suction  hose 
with  gallon  can.  Made  by  Fordigraph 
(ieirporatiem  of  ,Ame*rica,  387  Fourth 
Avenue,  New  York  10,  New  York. 

•  Teach<*rs  l)e*sk:  single*  iK*ele*stal, 
•30  by  42  inche's;  double*  |M*de*stal, 
30  by  00  inche's.  Plastic  top,  we*lele*<l 
tubular  ste‘e*l  frame*.  Maele*  by  (Briggs 
F.ejnipmi*nt,  Inc.,  Be*lton,  Te*xas. 

•  Teile*tlo  9000  (^nick-.Aeljnstable* 
|Histnre  e-hair:  foi  classreMim  eir  lab- 
orateiry.  Bire  h  plywcNMl  se*at  and  birch 
ve*ne*e*r  plywexMl  backri*st.  all-ste*e*I 
ba.se*.  Ile'ight  adjnstme*nt  of  -PA 
inchi*s.  Made*  by  Ihe  Tole*elo  .Me*tal 
Furniture*  ('emipany,  I  KM)  South 
Hastings  Stre*e*t.  Teile-elo  7,  Ohiei. 


44 


BUSINESS  EDUCATION  WOBLD 


your  students 
*»»e  machines 

•heyil  use  ir. 


thea 

compreh 

Nofurolly  you  woi 


^•OC(»«||,«  rnACMittmt 


THE  INDEX 


TO  THIS  VOLUME  HAS  BEEN  REMOVED 


FROM  THIS  POSITION  AND  PLACED  AT 
THE  BEGINNING  OF  THE  FILM  FOR  THE 


CONVENIENCE  OF  READERS. 


Burn! 


Equipments 


Trpfiftlstorizcd  Oictoting 

A  tratiKiHtoriM'd  didatiriK  inachiiK* 
with  toiic*fi-hiittoii  i-tMitrols  has  Im'imi 
itilrtKliiccfi  hy  Diftaphoiif*  ta»r|K)ra- 
iMiii,  Nrw  York.  Ilift  Tiiin-Mastrr 
is  ri'ady  for  osr*  as  vmhi  as  its  iiiit-ro- 
is  pi(  kod  up.  It  sliiits  itM'lf  off 
aiitoiiiatic-ally  wtiou  tlt«*  iiiicroiilioiic 


it  r«'l  III  til'd.  Hi'i-aiisf*  of  tin*  transis¬ 
tors,  tlii'n*  IS  no  waitiiiU  |N*riiHl  wfiili* 
till'  iiiai'hiiir  warms  up. 

All  dictatmii  (siiitrols  an*  on  thi' 
iiiii'rophoni'  With  a  flick  of  Ins 
thninh,  the  user  can  record,  hear 
playhack,  make  correriions,  and  in¬ 
dicate  letter  leiit^th.  A  “I  hetate-Lis- 
teii"  M'leclor  is  on  the  machine  itself. 
Ifoth  (Ins  and  the  loadint^  and  nn- 
loadinu  of  the  DictalN'It  is  accom¬ 
plished  hy  toil!  h  hnitons. 

f  lic  Time-Master  wi'i^hs  20  jmt 
iviit  li'ss  than  pievions  tiiiMlels.  It 
is  availahle  in  silver  Kray  or  silver 
Kreen,  as  is  its  (simpatiion  pieci-, 
till-  Iransistori/ed  'I'ime-Master  trail- 
v-rilM'i.  'Ihe  dictaliiiK  machine  is 
prill'd  at  the  transciiln'r  at 

Proportional  Spacing  on  Manual 

The  worlil’s  first  maiiiMl  ty|>i'writer 
with  pio|)oitional  spaciiiK  lias  Im'I'ii 
hnilt  hy  llu*  Olivetti  ( anporation  of 


.\m(‘rica.  The  Olivi'tti  (^raphika  anto- 
inatically  Kh't't  each  letter  the 
amount  of  spait*  appropriate  to  its 
shupr*.  A  two-section  space  har  and 
expander  h*ver  quickly  and  easily 
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provides  a  varii'ty  of  spaciiiK  ctnii- 
hmations.  HiKl>t-hand  inarKins  may 
thus  lx*  instified  and  phrast's  or  par- 
aKraphs  Ktvr'ii  spt'cial  promiriencr*. 

The  tyix'fac**'  for  the  machine, 
(-assundre,  has  Ix'i'ii  s|K'cially  de- 
siKix'd  fw  proportional  spaciiiK.  Tfie 
Olivetti  Craphika  is  prici'd  at  $275, 
pins  $15.13  KKT.  Write  for  informa¬ 
tion  to  Olivetti,  375  Park  Avenue, 
.\ew  York  22. 

Projector  Shows  Four  Slides 

A  new  B«*ll  and  Howell  slide  pro¬ 
tector  shows  the  four  (Mipnlar  srii:% 
of  slides.  The  Headliner  Diio  703 
handles  2V4,  2x2,  Haiit^n,  and  Sn|M‘r- 
slides.  An  adapter  coiiv>^1s  the  man¬ 
ual  chaiiKer  to  the  smallerNhdes.  The 
projector  .fc*atnres  a  3(K)-wau\  short” 
project ion^amp.  Blowc*r  c-cxiliiiK  in- 
snrc's  ventilation.  A  lift-off  carrv'iiiK 
case  is  an  optional  acec'ssory.  Availahle* 
is  a  sc'inimatic  or  c'lc*ctric  chaiiKer  for 
2x2  and  Sn|M‘rsiid<*s. 

'I  he  7()H  is  pricc'd  at  $49.05.  'Fhe 


case*  IS  $>,0.”).  The*  c'lc'ctric  chaiiKer 
is  $33. .50  and  the  semimatic,  $12.50. 
Write*  to  Be*ll  aiiel  Howell,  7100  .Mc- 
(Jormick  Boad,  (diicaKo  4.5,  Illinois. 

Foam-rubber  Tackboord 

A  nc'W  kind  of  tackiMiard  from  the 
.\rmstronK  (airk  (aimpany  hoasts 
foam-rnhlH'r  cnshioniiiK.  'I'his  (insh- 
lon-K/e*  'I'ac'klHiard  is  one-fonrth  as 
lie'avy  as  convi'iitional  tacklxiard.  Be*- 
cause*  of  the  rnhlM*r  cnshioniiiK,  only 
a  tiny  amount  of  prc*ssiire  is  ne>eded 
to  afix  tacks;  also,  tacks  may  Im*  rc*- 
mo\e*d  c’usily,  sinc*e  the  Ixiard  may 
Im*  c'asily  de*press«‘d  to  allow  one  to 
Ket  a  sure  Ki'ip  hc‘acl  of  the 

tack. 

A  nnic|iie  fcMtnre  of  tlw*  (aishion- 
E/jt'  TackiMKtrcl  is  that  it  absorbs 
sound;  it  has  thre*e*  times  the  sound- 
absorbiiiK  c'fficM'ncs  of  convi'iitional 
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tacklxiard.  Ke*me*mtx‘r  tliis  acoustical 
siKuificranc'e  whe*n  writiiiK  to  the* 
ArmstroiiK  Cork  (aimpany,  Lancaster, 
Pc'iinsylvania. 

Unbreakable  Chalkboard 

A  new  chalkfxiard  is  made  of  as- 
Ix^tos  cc'ment  that  looks  like  slate  but 
is  lighter  in  v/e*iKht  and  is  absolutely 
nnbre'akable.  'riii*  ne*w  material  has 
Ix'C'ii  im|X)rte“d  from  Belgium  by  Sor- 
kin  Paite'rpri.ses. 

The*  Ixiard  is  durable*,  <lex*s  not  re*- 
cpiire  re*finishiiiK,  and  d(M.*s  not  warp. 
Boards  c*ome  in  thre*e  thickne*sse*s; 

'^4,  and  V4  inch.  Thc're  is  chalklxiard 
on  iNith  side's  in  gre*e*n  or  black,  but 
the  V4-inch  size  may  lx*  orde*re*d  with 
one*  white*  side*.  I'or  furth»*r  informa¬ 
tion,  write*  to  Sorkin  Paite*rprise*s,  Inc., 

1 1  Broadw'ay,  New  York  (aty. 

New  Products  at  a  Glance 

•  Solid-cHilor  ta|x*s  for  chart  mak¬ 
ing;  now  available*  in  1/04-ine-h  wieith 
in  14  stanelarel  csilors;  pre*ssiire*-se*nsi- 
tive*  printc'd  tajx's  also  in  se*ve*n  othe*r 
widths.  .Maele*  by  (Jhart-Pak,  Inc.,  53 
Mnllxrry  Stre*«*t,  lx*e*ds,  Massachu¬ 
setts. 

•  Ne*w  fluid  containe*r  lor  Fordi- 
graph  inkle*ss  duplicator:  holels  one* 
galleHi;  eliminate's  ne*e*el  for  filliiiK  and 
ponriiiK;  .simply  esmne  e*t  sne-tion  hose 
with  Kxllon  can.  Made*  by  Foreligraph 
Ceirporation  of  ,\me*rica,  337  Fexirth 
Ave'tme,  Ne*w  York  16,  Ne*w  York. 

•  'IVache'rs  l)e*sk:  single*  |X*ele*stal, 
•36  by  42  inehe*s.  donhie*  |x*de*stal, 
36  by  66  inehe*s.  Plastic  top,  we*lele*ei 
tubular  ste‘e*l  frame*.  .Maele*  by  (.riggs 
Eepiipme'iit,  Inc.,  Be*lton,  Texas. 

•  'I'ole'elo  9666  Dnick-.Adjnst.ible* 
|N»stnre*  c*hair:  for  e-lassroom  or  lab- 
eiratory.  Bire-h  plywiNxI  se*at  and  birch 
ve*ne*e*r  plywoexi  bae'kre-st,  all-ste*e*I 
base*.  Height  ael)nstme*nt  of  414 
inclu's.  Made*  by  The*  Tole*do  .Me*tal 
Furniture*  Company,  1  KM)  Sexith 
Hastings  Stre*i*t,  i'ole'elo  7,  Ohio. 

BUSINF:SS  EDUCATION  WOBI.D 


Traill  your  students 
on  the  :machlnes 
they’ll  use  In 
Business... 


With  these  easy-to-teach 
comprehensive  courses 

Naturally  you  want  to  jprepare  your  »tod*ntt4nojt 
effectively  to  take  their  placet  in  the  butineit  com¬ 
munity,  It  follows  that  you  want  to  train  them  on  the 
machines  that  are  the  choice  of  business... advanced 
ftguring  machines  by  Monroe.  And  to  moke  your 
instriKtion  easier,  AAonroe  hat  prepared  a  complete 
course  of  study  fPr  every  mochine.  You’lf’ffnd  these 
up-to-date  courses ’include  t^any  valuable  tips  and 
short-cuts  to  top  machine  operation.  Important  too, 
Monroe  figuring  machines  insure  your  school's  invest¬ 
ment.  For  full  information  write  Educational  Dept. 

Calculalin*  Mgehin*  ln<  ,  Oran^n.  N«<w 

Oe«*t  (•r  t«l9«  and  tarvua  iKraw«S«awt  Ih*  warld 


CALCblATtMt, 
AoeiMo.  Accouwriwo 
oata  eaocissiwA  MACMiMr* 


t 


Test  and  discover  the  new  lighter  touch  and  livelier  action 
that  helps  your  students  gain  greater  typing  speed! 

Ntm  your  sludonls  can  enjoy  more  typing  Ireedom.  more  typing 
speed  on  the  new  Smith-<  iirona  Secretarial!  New  Speed  lUntMer 
accelerates  every  stroke  with  less  lyiiing  ellort,  helps  develtip  the 
smtiulh  typing  rhythm  so  important  to  typing  accuracy. 

And  Smith-('«>rona’s  .Accelerator  Action  also  brings  a  marked 
improvement  in  (v'ping  quality!  Fach  character  prints  the  same 
clear,  crisp  impression,  gives  every  page  ol  every  typing  job  a 
umiorm,  professional  appearance. 

Discover  for  yourself  the  light,  lively  touch,  the  crisp,  clean 
wnte  of  Accelerator  Action  on  the  new  Smith-(  orona  Secretarial. 

(  all  y^Hir  IikmI  Smith-(  orona  representative  tor  a  brief,  dramatic 
demonstration  today! 


LOON  AT  THCkE  EXCITING  SECNETARIAI.  FEATURESI 
CitM,  Mtdern  Apptaranct  •  S*«tn  Oecarater  Calari  •  Hufitd 
CanttriKtion  •  ticlativa  Total  Tab  CItar  La«ar  •  lattant  Sol 
Margint  •  ticlutiva  Hall  Spact  Kty  •  ficiwtivo  Fagt  Cagt 

Tht  new  Secretarfal  ii  availabit  in  fabric  and  'arbon  ribbon 
modeli.  in  a  compittf  rangt  of  t|fpe  tfrlet  and  carriafc  width* 

THE  NEW 

SMITH-CORONA 

SECRETARIAL 


>v.; 


